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OBJECTIVE
To gain employment with a company or institution that offers me a consistently positive atmosphere to learn new technologies and implement them for the betterment of the business.

SYNOPSIS
· Young, energetic and result oriented professional

· Skilled Team Member with proven ability to lead and motivate teams to maximize productivity

· Exceptional  communication, analytical and inter personal and problem solving skills

· Friendly with an upbeat attitude

· Excellent decision making skills with a positive approach

· Dedicated and highly ambitious to achieve personal as well as the organizational goals
· Strong selling power 

· Very good knowledge in computer, Jewellery Inventory Tagging, Diamond jewellery, Loose Diamond Assorts, Inventory & Account.

WORK HISTORY
Navrang Jewellery LLC, , UAE.          


                 (Feb’11 – Till Date)

(Inventory Management & Administration Department)

Job Description:
· Tele calling doing as per the requirement for payment follow-up.

· Responsible for answering phones, filing, faxing.
· Making Attendance report & sending to the management.
· Making monthly supplier outstanding & keeping payments ready.
· Making sales invoices as per daily basis.

· Day-to-day responsibilities for managing customer account enquiries, orders, and queries. Gathering market and customer information. 

EDUCATION
· Certificate Course in Computer Application. (O Level, Basic, Microsoft Office) 

· SSC from Gujarat State Education Board.  

PERSONAL DETAILS
Date of Birth
:
21st January 1992

Nationality
:
Indian
Languages
:
English, Gujarati, Hindi

Gender 
: 
Male
Visa Status 
: 
Employment Visa
Marital Status 
: 
Single
