                                                           CURRICULUM VITAE
OBJECTIVE

To seek challenging career, seeking an environment where my knowledge and experience can be shared and enriched. Looking for opportunity where I can improve my quality and utilize my skills. To work as a business consultant to apply my knowledge and skills in the business processing field.
EDUCATION
· Bachelors in Computer Science & Engineering from Osmania University. – 2009 
· Intermediate from Board of Intermediate. - 2003
· SSC from Board of Secondary Education. – 2001
· Specialized Skills - Specialized in MS Office, Word, Excel, and PowerPoint and a typing speed of 35wpm.
· Personal Skills - Comprehensive problem solving abilities, excellent verbal and written communication skills, willingness to learn, positive attitude, Taking Initiative.
PROFESSIONAL EXPERIENCE
Working as Office Assistant (Administration) and in Sales for Migalba Multi Tech (June 2014-Till Date) 
· Prepares reports by collecting, analyzing, and summarizing information.
· Handle overseas dealers for arrangements for freight shipments in a timely and cost-effective manner
· resolve issues with parties in different time zones
· Sells products by establishing contact and developing relationships with prospects; recommending solutions.
· Supervisor and oversee the maintenance of customer databases.
· Analyze field reports and prepare sales documents. 
· Analyze competitor pricing proposals and sales strategies.
· Identifies product improvements or new products by remaining current on industry trends, market activities, and competitors.

· Maintains quality service by establishing and enforcing organization standards.

· Contributes to team effort by accomplishing related results as needed.
· Maintaining and repairing office computers and printers.
Worked as Export Import Administrator and Store Supervisor in an Export/Import Company Al Yam          Enterprises. (April 2009-Jan 2014) (4 year and 9 month)
· Guide export shipments from start to finish.
· Coordinate export/Import  licenses, customs declarations, and packing, shipping, and routing of products.
· opportunities to find lower cost carriers and faster shipping routes
· To ensure deliverables are booked, scheduled, shipped and all logistics and documentation requirements are met accurately and in accordance to all regulations and standards. 
· Coordinate import-export regulatory classification efforts in collaborative effort with product specialist and engineers.
· Preparing all documents Accurately and completely for export/import shipments
· Check the flow of the store from time to time,
· Train and evaluate trainees
· Encode the delivered or ordered materials or products
· Assist the customer with their demands, suggestions and complaints.
· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.
· Fills supply requisitions; assists buyer to order adequate merchandise and supplies; delivers orders to faculty and staff.

· Check the products before the opening and closing of the store

· Follow-up with customs and, purchase Department.
· Handling oversees customers and Suppliers. 

· Authorized representative for chamber of commerce   . 

· Supervise accounts receivables team in collecting balances. 
· Approaching different government departments for certification and renewals
Worked as a Branch Incharge and Course Counselor in GNITT Computer Education (January 2007-July 2008) (1 years and 6 months)
· Organizes, prioritizes and maintains administrative and instructional computing requests/needs.
· Installation software, operating system, Printers and network.
· Counseling students for different computer subjects.
· Ensures timely completion of computer tasks verifies results and provides delivery of output.

· Serve as a lead worker to other classified staff in the area.
· Performs minor repairs as needed and coordinates maintenance and repairs with service providers.

· Reporting developments to director every day.

· Creates, tests, maintains and implements JCL procedures for various software packages 

PERSONAL PROFILE
Date of Birth       
:    
20th October 1983

Gender


:
Male

Nationality          
:
Indian


Religion

:
Islam 
Marital Status

:
Married
Languages Known
:     
English, Hindi,Telugu and Urdu 
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