[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



                                                        

VISHNU


Target Job
	
	

	Career objective:



ACHIEVEMENTS:
	Ambitious to embark on a strategic level position in a dynamic environment, where I can utilize my professional and leadership skills to contribute towards the organization’s growth

Recognized for an excellent ability to build and maintain new customer relationships 
Able to create workflow processes to support sales team and improve productivity.
Highly organized and able to juggle multiple duties simultaneously, paying close attention to details, and working well in fast-paced environments.
Adapt easily to change and learn new systems quickly.
Demonstrated expertise in achieving high customer satisfaction rates by carefully listening to customer needs, paying close attention to details and providing solutions to exceed customer goals.
Polished and persuasive communicator with demonstrated ability to clearly convey information




Personal Information
	Birth Date:
	06 October 1989

	Gender:
	Male

	Nationality:
	India

	Visa Status:     
	Visit visa

	Residence Location:
	Dubai, UAE.


	Marital Status:
	Married 

	
	



 
Experience 
	October 2011 – February 2016:
	SCHOOL DUBAI
Company Industry: GEMS EDUCATION
Job Role: ADMIN ASSISTANT & PURCHASE AND FACILITY MANAGEMENT.


· Answer and direct phone calls

· Organize and schedule meetings and appointments

· Maintain contact lists

· Produce and distribute correspondence memos, letters, faxes and forms

· Assist in the preparation of regularly scheduled reports

· Develop and maintain a filing system
· Preparing LPOs 

· Handling purchase orders and follow up
· Maintains the operations of the facility on weekdays
· Looking after the facility of events happening in the school.
· Maintaining the follow up sheets of each purchase order.

· Handling the books and resource inventory.
· Collecting the payment of books 
· Assisting PRO


	 
	


	
	

	June 2010 -        June 2011:
June 2008 –        March 2010

	German Motors
Kerala, India
Company Industry: Chevrolet 
Job Role: Service Admin & Sales 
· Able to manage all aspects of sales to prospective and current customers, including providing highly technical and administrative product information.
· Coordinating with the Managers regarding the Service targets.
· Calling to the customers and following service.
· Preparing daily & monthly reports.
· Filing Job Cards for future Reference.
· listening to customer requirements and presenting appropriately to make a sale;

· maintaining and developing relationships with existing customers in person and via telephone calls and emails;

· cold calling to arrange meetings with potential customers to prospect for new business;

· Good knowledge of Microsoft Office Software including Word, Excel and Outlook.

MK Ahmed Supermarket 
BANGALORE
Job Role: Cashier 
· Receive payment by cash, check, credit cards, vouchers.
· Preparing daily reports.
· Cash Deposit




Education
	
	

	 
	

	March 2008:
March 2006:
	· Government Vocational Higher Secondary School(+2)

India.

· Secondary School Leaving Certificate / SSLC





Languages
	Language
	Skill level
	
	

	English
	Expert
	
	

	Hindi
	Expert
	
	

	Malayalam
	Mother Tongue
	
	


 Hobbies                                           Browsing Internet, Badminton, Listening to Music,
                                                         Travelling.


Declaration 
I hereby declare that all the above mentioned statements are true to the best of my knowledge and belief.
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