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	Date of Birth
            
	16.01.1990

	Marital Status         
	Single

	Nationality
	Indian

	Visa Status
              
	Visit visa

	
	



CAREER OBJECTIVE
To achieve excellence in any task I undertake and do my best for the organization with my skills and knowledge and also improve my knowledge by serving the organization

PROFESSIONAL EXPERIENCE  

         CARVAN CARGO LLC, DUBAI

         Designation: Operations Executive

         Job Responsibilities

· Managing Export-import Documentation and Customer Support

· Following up of arrival of air and ocean cargo with respective Airlines, Liners or freight forwarders and confirm the same to the clients.

· Coordinate with clients for necessary documents for Customs clearance.
· Preparing daily, weekly and monthly consignment statements and provide the same through e-mail to the clients.
· Ensure proper coordination with the clients.
· Handling Export Shipment.
· Offering export quotations and price negotiations.
· Knowledge of E-Mirsal 2
ORGAN TECHNICAL WORKS LLC, Dubai
(January2015 – July2015) 6 Month
Designation Projects & Document controller
Job Responsibilities
· Project management, Sitemanagement, Salesmanagement, Tendering& Estimation.

·  All project’s  Documentation, Drawings NOC’s all projects
· Maintaining a tracking facility to enable documents to be updated easily. Scanning in all relevant new documents.
·  Checking dispatch documents are accurate. Presentation and filing of documents and drawings. 
· Responsible for maintaining hard copy information. Issuing and distributing controlled copies of information. 
· Managing and maintaining a Meridian Document Control System. Provide advice on procedures of issue and methods in accessing the system. 
       
TWIN Info Solutions Private Limited, Cochin

(June2012 –December2014) 2Years 6 month
Designation: Customer Service Exécutive
 Job Responsibilities
· Serves customers by providing product and service information.
· Maintain good relation with clients.

· Attracts potential customers by answering product ansd service questions; suggesting information about other products and services.

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.
· Follow up process of all business deals.

· Prepares product or service reports by collecting and analyzing customer information.

TEKSTEAD Software solutions Private Limited, Cochin


 (May 2011 – May 2012) 1 year

Designation: Administration Executive
Job Responsibilities:
· Managing day-to-day operations of the office.
· Organizing and maintaining files and records.
· Interacting with customers, senior-level executives, and all other levels of employees
· Planning and scheduling meetings and appointments.
· Providing quality customer service.
· prepare and modify documents including correspondence, reports, drafts, memos and emails

EDUCATIONAL QUALIFICATIONS 
Bachelor’s Degree   

             :
Anna University (2011)
 
Higher secondary (Science)

: 
Kerala State Open School (2008)
 
School Leaving Certificate

: 
DBHS, Thachampara (2005)
CERTIFICATION
Advanced diploma in IT infrastructure and Network Engineering

PROJECT DETAILS
Title

: SMS based home appliances control.
Description
: This project is mainly aims investigating a method of remotely controlling   home                   appliances to make life easier.

Software
: Embedded.
PROFESSIONAL SKILLS
· Excellent Communication Skills
· Critical thinking and Coordination Skills

· Responsible, Hard Working & Punctual in nature
· Integrity and Loyalty
· Quick learning ability to adapt changing environments
Computer Skills

· Computer Hardware & Networking

· MS Word, Excel, PowerPoint

· MCITP, CCNA, RHCE
· CWNA, CCSA & CCE
· Internet browsing and E-mail Management
Language Skills

· Business Fluency in English- Written and Spoken

· Social fluency in Hindi
Interests

· Travelling, Reading, Technology
