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SIRAJ 
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CAREER OBJECTIVE 
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To be a part of organization where I could use and enhance my knowledge and talent for the development of both the organization and myself.  

ACADEMIC QUALIFICATIONS  
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· MBA (Marketing & Finance) – 2015
· Bachelor of Commerce – 2013
· Higher Secondary Education – 2010
· SSLC -2008
WORK EXPERIENCE
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(December 2014- June 2015)
Position: Customer Service Executive
Responsibilities:

          To make feedback calls to customers.
          Taking Customer feedback in relation to the services given and following up, Reporting to the next level service                                                        m         manager about the feedback received from customer.
          Persuasive, emphatic with good problem solving skills

          Co-ordination with customers over email for their requirement.
          Grading the service level of drivers and on field service executive.
          Finding the loop holes of the services and making the report with the suggestions.
AK Frames, Plywood Factory, Kerala, India

(August 2015- January 2016)
Position: Accounts Assistant
Responsibilities:
· Calculate the Cost of the product 
· Bank Reconciliation Statement Checking
· Preparing & Monitoring invoices and payments
· Handled incoming and outgoing cheques clearing
· Handling Petty cash & Other Cash handlings & Bank dealings 

· Maintaining an effective filing and follow-up system for accounts related documents of the company

INTERNSHIP PROJECTS  
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· Dissertation Project – July 2015
A Study on “The Impact of Foreign Exchange Risk With Special Reference To Hedging Methods In       Software Industry”
·  Gemini Plastics– Tellechery – July 2014

Summer Project: “Organizational Study”

· Dinesh Foods, Kerala , India – August 2013
               Position: In Plant Trainee

              Study conducted to know about the Employee Relations and Personnel Behavior, Salary and Wages structure of                                                              t             the personnel, Interview Procedures, Recruitment and Posting.
CO-CURRICULAR ACTIVITIES  
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· Performed as Coordinator for IMPERIUM 2013-Management Event held at  The Oxford College Of Business Management Bangalore during November 2013.

COMPUTER AND LANGUAGE SKILLS  
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Operating System:
Windows XP, Windows 7

Office Packages
: 
MS Office (Excel, Word, PowerPoint, Outlook)  
Languages Known:
English, Hindi, Malayalam and Tamil.

PERSONAL PROFILE   
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Date of Birth
:
02nd December  1990
Gender

:  
Male

Marital Status
:  
Single

Nationality
:  
Indian

Visa Status    
:              Visit Visa Valid Up to 09th August, 2016
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    SIRAJ 
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