Shihab.260808@2freemail.com 
	                J O B   T A R G E T 
  Administration ,Procurement & Costumer Care Assistant – Purchase, Sales & Marketing coordinator -                          System & Network  Admin – IT Technical Support – Document Management – Accounts and Payroll management 



Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization. Result oriented and possessing excellent managerial skills. 
	Key Skills

	
	Quick Learner
	
	Promoting Solutions
	
	Time Management

	
	Team Player
	
	Hard Working
	
	Team Leadership

	
	Excellent Analytical Skills
	
	Works Independently
	
	Negotiating Skills

	
	
	
	
	
	

	
	P R O F E S S I O N A L   E X P E R I E N C E   A N D   S I G N I F I C A N T   A C H I E V E M E N T S

	
	
	
	


ADMINISTRATOR CUM PROCUREMENT COORDINATOR
DIAMOND ALUMINUM & GLASS CONT.EST (Nov 2014 – Till Date)

· Manage Complete Administration & Accounts Works
· Purchase raw materials and inspection.
· Manage IT related issues and resolve.
· Payroll Management, Book keeping.

· Control and coordinate whole firm.

· Prepare Drawings, Invoice, Quotations.

· Good relationship between Costumers and subordinates.

· Site visiting and well-handled tough situations.

ADMINISTRATOR CUM PURCHASE COORDINATOR

The Armadillo Fashion – Palakkad (July 2012-March 2014)
The Complete menz Textile

· Control and Coordinator of complete firm.

· Handle Purchase Section and coordination

· Handle sales and marketing sections

· Handle complete account section.

· Good communication & coordination skills with all the potential customers.
· Good relationships and contacts with wholesalers.
                                            OFFICE COORDINATOR

                               ICICI BANK – Cochin (April 2011 – May 2012) Part-time
· Demonstrates understanding and respect for age group, cultural and religion of clients, and staffs.

· Communicate both informally and formally with management, subordinates and peers.

· Follow up on client inquiries and complaints
· Reporting on sales progress and attainment of goals.

· Planning and coordinating sales.
· Build good business relationship with various agencies, companies and organizations.

E D U C A T I O N
       Oct 2014             Diploma in AutoCAD 
                                 CADD Centre Training Services, 
                                 Student ID No. A140944881
       2014-                 On Going MBA
	
	2011-2012
	    Diploma in Network Engineering from CMS Cochin.
    CMS Certified in Network Specialist. (A+, N+, CCNA, MCITP, RHSE, RHCE)

    CISCO CCNA Global certified 



	
	2008-2011
	    BSc Computer science from Calicut University.

    Specialization:   Computer science (76%)



· C O M P U T E R   S K I L L S
· Networking & Hardware.
· Expert in Executive Tool MS Office/Adobe-Photo shop.

· Good knowledge in Microsoft & Linux.

· Maintaining and servicing of peripherals.

· P E R S O N A L  P R O F I L E 
Nationality / Citizen

:
Indian

Date of Birth


:
2nd January, 1990
Civil Status


:
Single  

Languages Known

:
English, Hindi, Malayalam, Tamil and Urdu.

