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CAREER OBJECTIVE:

Seeking a position to utilize my skills and abilities in the Company that offers professional growth while being resourceful, innovative and flexible.

Previous Experience:
·  LEGAL ASSISTANT CUM ASSISTANT MANAGER IN ZAKIR STEELS, 
CHENNAI (JUNE 2015 – JAN 2016)
· Provided advice and professional support to the head of legal services as required.

· Assisted the business in adherence with all various legal requirements.

· Drafting forms for contracts, employment and other policies with legal significance.

· Handling claim disputes and filing returns in time.
· Follow up the payments and prepare the documents to take legal action if clients did not                      
    make payment at right time.
· Filing the VAT Tax and CST Tax through online as per the company laws every 

                          

month. 
· Assisting Manager in Payroll Related Activities & providing Leave Eligibility details on 


    monthly basis.

· Maintaining all staff personal files. 
· SENIOR CUSTOMER SERVICE ASSOCIATE IN FIRSTSOURCE, CHENNAI.(Oct 2011-Feb 2015) 
· It is a telecom non-voice process

· Get the customer requests from the link and mail.

· Validate the customer requests and keep the data as per SOP.

· Migrated the Mobile Numbers from Postpaid to Prepaid as per SOP.
· Change the Mobile Plan and Posted the amount to Main Account and Dedicated Account.

· Finally report the status through the mail or upload the status through the link.
·  SENIOR CUSTOMER CARE EXECUTIVE IN HGSL, CHENNAI.(Dec 2010-Jul 2011)
· It is a telecom voice process

· Clarify the Customer Queries and Problems.

· Trained the Customer, how to connect the internet in PC through Mobile phone.

· Clear the Internet Connectivity problems in Mobile phones and in PC.
· Activate the VAS service as per the customer request.

Educational Qualification: 

	Qualification
	Institution
	Board/University
	Year of passing
	Percentage

	
	Govt Law College, Vellore
	Tamil Nadu Dr. Ambedkar Law University
	2015
	Course Completed

	B.Sc (C.S)
	Mohamed Sathak college,Chennai
	University of Madras
	2010
	61%



	I.T.I
	Govt ITI


	NCVT
	2005
	76.5%

	HSC
	Tilak vidyalaya Hr sec school
	State Board
	2003
	54%

	SSLC
	Tilak vidyalaya Hr sec school
	State Board
	2001
	70.8%


· APPRENTICESHIP TRAINING IN BHEL, TRICHY.(Apr 2006-Apr 2007)
· Troubleshooting of Fiber optic Network & Hardware Maintenance.
· Handle second-level support of LAN issues for the company. 
· Trained users and administered e-mail for the entire company. 
Other Qualification:
· MS Office

· Hardware & Networking(HDCHN)

Strengths:
· A hardworking and determined individual who works well in a team environment.

· Adaptability to changing environment and trends.

· Dedication to work and eager to learn new technologies.

· Very good typing speed

· Excellent knowledge in MS-Excel, MS Access,Outlook.
Skill Set:

       Operating Systems

:
MS-DOS, Windows 2000/XP/7/8, Linux


Technical




:
Hardware & Networking



Front End Language
:
VB


Back End




:
Oracle

Declaration:

I hereby declare that all the details furnished above are true to the best of my knowledge and belief.                                                        

�





BL








