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RENJITH 
MBA with more than 6 years of UAE experience in Administration and 5 years of Sales experience in India 

OBJECTIVE
To seek a challenging role in an organization, where a high level of learning is involved so as to use my skills and abilities in enhancing the company’s growth and in turn grow within the organization.
ACHIEVEMENTS

· Increased the Client’s prospect base to more than 100 nos and maintained consistently in Tabasco LLC (2011 to 2015).
· Increased the Supplier’s prospect base to more than 200 nos and maintained consistently in Tabasco LLC (2011 to 2015).
· Received appreciation and salary increment for achieving company objectives in Tabasco LLC (2013).
· Received appreciation and one month extra salary for achieving company objectives in Ducon Electromechanical LLC (2009).
· Achieved highest individual target in a month in ICICI Prudential LIC LTD (2006).
· Achieved highest individual target in a month in Kotak Securities LTD (2005).
· Become star of the month for achieving the target in the first month of joining period in Kotak Securities LTD (2004).

WORK EXPERIENCE

TABASCO LLC

Worked as Assistant Manager - Administration with Sharjah, UAE for a period of 4.1 years. (May 2011 to June 2015).
JOB RESPONSIBILITIES
· Manage and oversee the entire administrative operations of the organization.

· Meet Suppliers and Clients regarding business, rate negotiation and make sure that services provided are with high standards.

· Meet weekly with the Operational and Sales team to discuss scheduling of work in a planned manner including distribution of resources.
· Ensure that all department requests are resolved and communicated in a timely manner to internal and external parties.
· Accountable for complete HR activities including re-sourcing, recruitment & selection, compensation & benefits, payroll, monitoring absenteeism and leaves.
· Employee welfare & Medical insurance renewals and claims.
· Monitoring and development of company policies, systems and procedures.
· Ensure customer enquiries and complaints are addressed and attend by the concerned departments.
· Identifying & developing potential vendors for right sourcing, achieving cost effective purchase of materials.
· Prepare contracts and negotiate revisions, changes and additions to contractual agreements with clients, suppliers and subcontractors.
· Ensure general filing system in place and maintained according to the company standard management. 
· Monitor the company’s performance against targets and responsible for payments receivables and payables on time.

· Provide regular updates to the General Manager and full cover for the General Manager in the event of his absence on business or vacation.
DUCON ELECTROMECHANICAL LLC

Worked as Office Administrator with Ducon Electromechanical LLC, Dubai, UAE for a period of 2.3 years. (January 2009 – April 2011).

JOB RESPONSIBILITIES
· Manage and oversee the entire administrative operations of the organization.

· Handle the routine office management functions, deal with clients, visitors and maintain corporate relations.
· Liaise with banks for all financial transaction matters.

· Establish and maintain relationships with local and municipal government officials.

· Accountable for complete HR activities including re-sourcing, recruitment & selection, compensation & benefits, payroll, monitoring absenteeism and leaves.

· In charge for processing and completing all necessary formalities in relation to Visa, Labour cards, Health Insurance, Trade License, Lease Renewals and Bill Payments.

· Co-ordinate with Camp Boss to administer labour Camp activities such as room allotments in accordance with trade & nationality of employees, maintenance of janitorial, landscaping, safety & security in the camp, mess facilities, etc.
· Arrange the transportation & accommodation of employees.

· Maintain proper records of incoming and outgoing correspondence file documents and letters in a systematic manner and keep all assigned files up to date.

· Reporting to Director as per requirement.
ICICI PRUDENTIAL LTD

Worked as Unit Manager with ICICI Prudential LIC Ltd, Chennai, India for a period of 2.7 years. (May 2006 to December 2008).

JOB RESPONSIBILITIES

· Recruitment of financial advisors and selling of insurance products through advisors.
· Guiding the advisors on their prospect base and also helping them in generating new prospects.
· Developing the advisor quality through on-the-job Training. (Product Knowledge / Selling Skills. etc.).
· Completion of monthly, quarterly, and yearly sales targets either directly or through sales team. 
· Maintaining relationship with customers and suggesting them products appropriate to their risk profile.
· Business Reporting as per Requirement.
KOTAK SECURITIES LTD

Worked as Relationship Manager with Kotak Securities Ltd, Cochin, India for a period of 2 years.  (May 2004 to May 2006).

JOB RESPONSIBILITIES

· To identify potential customers and sell products and services in order to increase customer base and achieve business objectives.

· To enhance relationship value of existing customers and suggesting them products appropriate to their risk profile.

· To build and maintain relationship with high value customers with a view to maximizing share of wallet.

· Responsible for delivering targets either directly or through sales team. This involves preparing the sales plan, delegating and monitoring targets and maintaining relationship with the key stakeholders.

· Business reporting as per requirement.

EDUCATIONAL QUALIFICATION


Post-Graduation
:
M.B.A (Human Resource Management) 63%





Year of Completion: 2004





Madras University, India.

Under-Graduation
:
B.Com (Computer Application) 65%






Year of Completion: 2002





Kakatiya University, India.
COMPUTER SKILLS

:
MS-Office & Internet knowledge
PERSONAL PROFILE


Nationality

:
Indian


Sex


:
Male


Date of Birth

:
31/May/1981


Marital Status

:
Married

Religion

:
Hindu


Languages Known
:
English, Hindi, Tamil, Telugu and Malayalam


Place 

Current Visa 

:
Tourist Visa


Visa 

Driving License
:      
UAE & India


References

: 
Available on request
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