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Objective:

To obtain a position where I can use my personal and professional role in a reputable company where I could foster team spirit, with a commitment to company Excellence. Also, the ability to grow within the Company once the opportunity comes.

Qualifications

· 3+ year experience in  Document Control Specialist 
· 2+year experience in Administrative Assistant 
· 3+year experience in Sales

Education

· Bachelor of  Programme in Business Administration 2013 
· Microsoft Certified Professional  2008

· Diploma in Computer Hardware And Networking  2008

· Higher Secondary School leaving  certification March 2005

· Secondary School leaving Certification March 2003.

Employment History 

Document Control Specialist Quality Management AECOM Afghanistan (Jan2012-OCT2015)

· Provides training and assistance to department Supervisors and Records Custodians on proper procedures to store, maintain, archive, and destroy records

· Scheduled and conducted internal inspections validating that procedures are being followed. If discrepancies are annotated, worked with the section until discrepancies were resolved.

· Maintained the company’s Master Records List and Storage Area, ensuring records retrieval and destruction were completed in a timely manner.

· Participated in an ISO 9001 Recertification Audit with no discrepancies found for section 4.2.4 Control of Records.

· Shipped records to various overseas locations once retention times required longer storage periods.

· Responsible for handling all related job responsibilities in accordance with the Environmental Policy, relevant Standard Operating Procedures, and the Emergency Management Plan.

· Performs other duties as assigned.
Administrative Assistant, Al Noor Star Garage Kingdom of Bahrain (Dec 2008-Jul 2011)
· Schedules appointments, requisitions supplies, and complete routine office reports.

· Responsible for inspecting and purchasing the materials to make the tankers and trailers by comparing metal materials and pricing for the Company’s performance.
· Supervised the employees of the proper procedures to build tankers and trailers through using fabrication metals for the building of the equipment.
· Apply for personnel’s Work Visa through the Government by taking their information and applying for it online and sending to the website for approval.
· Answer telephone for all incoming and interoffice calls in a courteous and professional manner. Promptly, thoroughly and accurately disseminates telephone massages to management and employees.

· Assigned Drivers to transport materials for other companies to accomplish their missions.

· Prepare payroll, Employee settlements, Gratuity, Leave Salary and all other benefits.

Sales Representative, Anjana-InfoTech Payyanur, Kerala, India (Jul2005-Nov-2008)
· Recognize the needs of the consumer and provide detailed information to the consumer about the technical specifications of the computer hardware/software offered by the company.

· Investigates new items and makes recommendations for purchasing products. Check inventory to ensure orders are in stock.

· Serve as customer service rep for customers who have questions or difficulties. Takes orders over the phone and in person. Negotiate price for the sale.

· Advises customers on technical matters and recommends appropriate computer configurations. Travel to Ares where needs are projected.

· Developing and forwarding the weekly sales report and attending monthly sales reviewing meeting.

Personnel profile
· Date of Birth

: 27th February 1987

· Nationality

: Indian

· Marital Status

: Single

· Language Proficiency
: English, Hindi, Malayalam, Tamil, 
· Indian Driving license

Declaration
I hereby declare that all the information given above is true to the best of my knowledge. 

