[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



VIJAY 
[image: image2.jpg]


[image: image3.jpg]


[image: image4.jpg]



CAREER OBJECTIVE

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

EDUCATION QUALIFICATION
· Pre University College - Bangalore 
· SSLC 

TECHNICAL SKILLS
.

MS Office (Word, Excel, PPT), Internet, Windows XP/NT

WORK EXPERIENCE
VDC SERVICES
OFFICE ASSISTANT
April 2005 – November 2009
· Taking care of Customer’s Billing 
· Handling Daily Cash Payments 
· Sending Emails on daily Cash & Cheque to Senior Manager 
· Attending Phone Calls and customers complaints 
· Operating IDEA software to Activate and Deactivate Incoming and outgoing calls 

RENOWN FORWARDERS
OFFICE ASSISTANT
January 2010 – June 2010
· Preparing (KFFCI) Federation of Karnataka Chambers of Commerce and Industry 
· Preparing (GSP) Generalized System of Preferences 
· Collecting (BL) Bill Of Landing 
· Taking Care of Banking Related works 
· Preparing Invoice 
· Maintaining Container details on daily basis 
TECHNOLOGIES
FRONT OFFICE EXECUTIVE
January 2011 – February 2016
· Handling Daily Attendance register 
· Handling Customers Billing 
· Stock In and Out Controller 
· Booking Customer Appointments 
· Billing & Invoicing 
· Documents Filing and Courier Dispatch 

STRENGHTS
.
· Flexibility and Adaptability to work in any environment 
· Quick learner 
· Good team player and positive attitude 
	PERSONAL DETAILS
	

	Father’s Name
	: Rathna 

	Date of Birth
	: 02/03/1986

	Nationality
	: Indian

	Sex
	: Male

	Linguistic Ability
	: English, Kannada, Hindi, Tamil, Telugu.

	Religion
	: Hindu

	Marital Status
	: Single

	Hobbies
	: Cooking, Surfing, Playing Cricket and Chess.



DECLARATION
I hereby Declare that the above mentioned information are true and correct to the
Best of my knowledge and belief.
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