Personal details
Date of Birth and age
March 9, 1974 
Nationality and Religion
Indian, Muslim
Languages known
English, and Tamil (Fluent), Hindi, Malayalam (Speak), 
Arabic (Read and write)
Professional expertise
Office Manager 
Possess managing UAE office /printing press working experience 
Admin Coordinator 
8 Years of Experience in Admin Coordinator 

Ware house in charge 
4 years of Experience of Stock Maintenance for 1800 different spare parts 

Sales/Marketing 
Possess marketing experience in UAE in printing press industry
Customer Care
Possession of client-relationship and handle independent customer 

Business communication 
Working Knowledge of correspondence to client and business delegates.
Computer 
Working knowledge of MS Office, Photoshop CS2, and Illustrator.

Academic background
1996-1998
PG-Diploma in Plastics Processing & Technology 
1991-1994
B. Sc Physics (Bharathidasan  University) 
Certification 
Diploma in Computer Application

Diploma in Networking Administrator

Key strengths
Communications Skills 
Computer Skills
Multitasking 
Multicultural 
Leadership Skills
Problem-Solving
Creativity
Teamwork
PROFESSIONAL EXPERIENCE & SIGNIFICANT ACHIEVEMENTS

Office Manager
                                                                     April 2015 to present
Bright Line Printing Press, Mussafah, Abu Dhabi.

Responsibilities: 

· Submitted Various Reports to Managing Director, such as Monthly Expenses Report, Work Order Reports, and Pending Reports. 

· Managing and Supervising to the employee working in the Printing Press and maintain the quality of printing.  

· Prepared quotation to the customers to their printing requirements

· Followed up payment collection from the customers and ensured collection. 

· Follow up the sales executives and motivate to achieve sales target. 

· Preparation of Pay role to the employees and Overtime / other allowance / incentives. 

· Maintained proper record keeping as Bills, Invoice (paid/ unpaid / pending) and petty cash. 

Sales & Marketing Executive                                                          March 2014 – April 2015

Printing Press, Mussafah, Abu Dhabi.

Responsibilities: 

· Achieved sales target every month by marketing printing requirements to the Customers.

· Secured sales orders from MNC’s, Hospitals, Restaurants and Shops. 

· Preparation of quotation for the printing requirements to the customers.

· Coordinating for Payments from the customers. 

· Delivering the orders to the customer. 

Warehouse In Charge (Store Keeper)
                             July 2009 – March 2014

Tech PVT Ltd, Puducherry, India.
Responsibilities: 

· To take records of the incoming and outgoing of goods with corresponding SAP code spares in the stores department.

· Taking care of all type of activities like take care of store goods , availability of goods in time , proper care, and also manage the labour and make proper records (invoices) of incoming and outgoing goods prepare a budget for mentioning the amount check the purchase requisition note stores department,

· keep the proper store records(bin card, stores ledger,) systematically with appropriate SAP codes. 

· Maintain proper stock levels of materials ( minimum, maximum, average, danger, reorder level and maintain Minimum Stock Level)

· Maintain the good relationship with the suppliers.

· Arrange the goods ware house, handling equipment, care the proper and damaged/shortage material and maintain the higher stock level/ maximum stock level/reorder stock level 
· Maintain the warehouse good and clean, daily verifying incoming/outgoing and daily stock on hand, follow the delivery schedule as per purchase order, 
· Arrange the inventory of stock every three month and maintained the FIFO method. 
· Prepared the list of fast moving/slow moving and rare moving material. 

· Submitted the reports to the Sales Department daily the closing stock, LPO’s send to the Purchasing department in case of stock level reduced from Minimum. 
Admin Coordinator cum Customer Care Executive                          June 2001 – July 2009

Pvt Ltd, Chennai, India,
Responsibilities: 

· Members login from any country (US, UK, France etc., ) and approving member’s Profiles to the web site www.nikah.com, 

· Upgrading profile from unpaid member to paid members; given packages for 3Month 6 month and 1 year online subscription with corresponding amount received from Members.   

· Monitoring customers mails to unpaid to unpaid members.

· Deleting Profiles who are login for misuse the Muslim Matrimonial Web site (www.nikah.com); monitoring the Member’s intention of login to this site.

· Confirmation email send to members who are upgrading by using Visa Card, Master Card or any other online Money transfer from any country. 

· Secretarial responsibility to Managing Director (filing, faxing, email/ letter drafting, appointment fixing, and travel coordination; 
· Email correspondence to Members given customer support 24 x 7 Basis. 

· Receiving customer complaints and reporting to concerned department

· Preparing daily reports and submits to General Manager. 
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