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	Career Objective ▼


Seeking a challenging position to utilize my skills and abilities that offers security and Professional growth while being resourceful, innovative and flexible towards organization goals.

	Summary ▼


A post graduate in management and business administration who has steered along the marketing and commerce fields all associated with a high degree of self-motivation and a flair for excellent management. Functional ability to be an effective team member and willingness to take up challenging assignments shall be considered a definite plus.

	Work Experience ▼                M/s. Mosleh Omair Est.                                       Jeddah, Saudi Arabia                                


Duration
:
Oct 2013 - May 2014

Position 
:
Office Admin 

Comments
              M/s. Mosleh Omair Est., based on automobile company provides wide range of sales and services and supply brand new TATA buses top companies in Saudi Arabia.

Duties & Responsibilities : 

· Supervise and coordinate activities of staffs.
· Provide overall administrative support for various departments like tracking customer orders.
· Keep record upto date of employees documents like passport,work permit,medical insurances.
· Renew employee work permit on time on yearly basis. 
· Sending quotations for new vehicles and spare parts and convince customer to purchase.  .
· Corresponding all incoming, outgoing of mails, calls and updating to the Top Management.
· Hand over all shipment clearing documents to agent to clear the shipment.
· Preparing invoices and follow up for payment for credit customer.

· Sending MIS Report to Top management.

· Sending daily reports to top management.

	Work Experience ▼                M/s. International Support Est.  Ltd                   Jeddah, Saudi Arabia                                


Duration
:
Sep 2012 – Oct 2013

Position 
:
Logistics Executive

Comments
               M/s. International Support Est., supplies wide range of industrial consumables related to different types of industrial processing plants.

Duties & Responsibilities: 

· Receiving shipments from suppliers, preparing delivery documents and deliver the shipment to consignee on time.
· Arranging all documents like invoices, delivery notes, purchase order and maintaining proper file record.
· Tracking the delivery status, collecting original documents from consignee and releasing the invoices.
· Corresponding all incoming, outgoing of mails, calls and sort out the problems, updating to the Top Management. 
· Updating the online excel sheet and managing the electronic documents as a Document Controller.
· Checking online enquires placing BID and getting letter order from buyer.
· Negotiate with supplier for the price fixing and follow up the ordered material.
	Work Experience ▼                                M/s. Inpulse  Ltd                                                   London, UK


Duration
:
Dec 2010 – Dec 2011

Position 
:
System Administrator 

Comments
:

               M/s. Inpulse Ltd is one of the largest Internet Marketing, SEO, and Web developments.

Duties & Responsibilities: 

· Attend all incoming correspondence such as mails, couriers, faxes, e-mails, and telephone calls which are addressed to the MD and proper action where required is acted upon in efficient and timely manner.

· Review all documents submitted for approval to the Managing Director to ensure it is complete, in accordance with the company policies and guidelines; provide recommendation on contracts and other legal matters pertaining to the business.

· Provide overall administrative support to various departments, preside departmental meetings in the absence of the immediate Boss and submit reports of the proceedings.

· Ensure the correct and smooth flow of paperwork to relevant departments and personnel.

· Maintain an organized filing and follow-up systems for all correspondence, confidential documents, circulars, memos and other MD's directives.

· Create and Maintain accurate database of contact details (including names, position, telephone, fax, email, address, etc.).

· Arrange all necessary and detailed travel plans, itineraries and all related documents for MD's business or personal trips.

· Assist the MD or the Division heads in its manpower requirements, personnel performance evaluation and safekeeping of records.

· Having sound knowledge in procurement as per the requirement of the site in coordination with the project manner.

	Abilities▼


· Tasked with comprehensive recruitment, T&D and employee relations responsibilities. 

· Provided effective counseling and resolved disciplinary issues. 

· Conduct broad-based safety audits to achieve OSHA (Occupational Safety & Health Administration) compliance. 

· Deliver regular employee performance appraisals to upgrade and enhance personnel performance. 
	Education ▼


Postgraduate Diploma in Business Management & Marketing
                          July, 2011
London center of Marketing,                  London United Kingdom
Bachelor of computer Science           (B.sc-CS)



              April,2008
Bharathidasan University,                
Tamil Nadu, India

	Project Handled▼


A critical evaluation of implications of leadership styles on the organizational performance through employee fulfillment - a case study of Infosys Ltd, India.

Project Done at
:
M/s. Infosys Ltd, India.
Description:

This research investigated the implications of leadership styles on the organizational performance through employee fulfillment with main variables - employee satisfaction and motivation.  The research is based on a case study of Infosys Ltd, India; the sample was drawn from one of the office located in Infosys Bangalore and consists of two teams with their respective managers, supervisor and employees. The literature review established the theoretical link between leadership styles (considered as independent variable) and employee satisfaction and motivation (considered as dependent variable)


Administration-Documentation-Sales

	Computer Skills ▼


Operating Systems


- Windows 98, Windows XP, VISTA, WNIDOWS 7.

Software Packages


- Ms-Office, Outlook Express. 

Language Skills ▼
· Successfully completed IELTS (International English Language Testing System)    APRIL 2009

· Successfully completed TOEIC(Test of English for International Communication)   SEPT  2011

	Personal Information ▼


Nationality

:
Indian

Languages known
: 
English (British), Tamil

Date of Birth

:
1. 6. 1987 (28 yrs.)

Marital Status

:
Married
Area of Interest    ▼


Computer Skills ▼








