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	PROFILE SYNOPSIS

	Experienced Administration Professional with proven work exposure and expertise in administrative support position in executive level. Possess capability in handling office administration, clerical functions, reception duties and providing customer service. Results driven and systematic team player who possess the ability to work well under pressure and meet task deadlines. Skilled in prioritizing job responsibilities in an effective and organize manner and maintaining strict confidentiality of records. A hardworking, dedicated, optimistic with pleasing personality who has flair for interacting with people; establishing instant report with client; thriving for new challenges and demonstrating tireless work ethics.



	STRENGTHS


	· Administrative Support Skills
	· Attention to detail

	· Customer Support Skills

	· Arranging Appointments
	· Office Coordination Skills

	· Good Telephone Manners

	· Excellent sales and negotiation skills

· The ability to work well on your own and also as part of a team


	· Maintaining Confidential Files
· The ability deal with rejection
	· Proficiency in Computers
· Confidence, motivation  and determination

· Customer Service Coordinator 



	EDUCATION

	

	Post Graduate Diploma in Computer Programming, MES Institute of Computer Science


	2007

	
	

	Bachelor of Commerce, Mahatma Gandhi University, India


	2007

	Diploma in Computer Application and Typewriting (English)
	


	EXPERIENCE SNAPSHOT


	GULF EXPERIENCE 
Exc. Secretary,  Al Kazim Group  of Company, Dubai   
Sales Consultant & Telemarketing , Emirates NBD ,  Insurance Division, Dubai  
Secretary cum Receptionist & Accounts Assistant, Camtech Security IT Solutions, Dubai 
Customer Service Coordinator, (Compliance Department), FalCap Ltd, DIFC, Dubai                                                                                                                                                                                                                                                                                                                                                                               
  
	             2  Years
             2 Years
             1 Year
             2 Years 

	
	                 

	Secretary, Patent And Trade Mark Company, Nairs World Wide IPR, Ernakulam, India


	3 Years

	Computer Operator, Cochin Jackpot , Private Limited Company, Ernakulam, India


	1 Year

	Receptionist, Lifeline , Public Limited Company, Ernakulam, India

	1 Year
    

	Counter Sales staff and office staff, Trichur Surgical shop, Ernakulam, India                            
	        1 Year


	PROVEN JOB ROLE

	Customer Service Co-ordinator 

Primary Function

Client Co-ordination

Assisting Business Development Managers

Assisting in collection of Client documents

Maintaining of Client files on system and hard copy
Duties and responsibilities

· Coordinator for KYC documentation between Business Development Manager (BDM)and Clients

· Assisting Business Development Managers for the KYC documents

· Assisting Clientsfor any KYC queries

· Prepare initial letters and agreements (KYC  Pack) to be submitted for client signature 

· Check client documents for  completion prior to submitting for compliance review

· Follow up with clients for additional documentation  when instructed by BDM

· Maintaining  and uploading client documents to Matrix

· Scanningof client documents

· Follow up for Client information  and client documentation

· Management of Client profiles and documentation in matrix

· Assist in Annual Review of KYC documentation of Clients

· Prepare and Update daily MIS for Compliance

· Assist in preparing client files for Compliance review including collatingclient documents

· Follow up with BDM for additional information/documentation on Compliance request

· Coordinate  with Compliance London as and when required for the KYC related  documents

· Checking for  completion of client files for KYC at the time of transaction

· Maintaining soft copy of client documents and appropriately named on system

· Maintaining physical file for clients / documents filed in respective client files (Hard Copy)

· Matrix data updating  (updating of documents and details in matrix)

· Follow Up with BDM on prospect Clients for onboarding

· Dow Jones  and Google Check for Compliance review

· Maintaining MIS for approved clients

Additional responsibilities and authorities
· Assist FTC for Client documentation/ information when required

· Scanning and upload of KYC documents

· Maintain and update KYC Master Client file

· Assist London Group Office on KYC Queries

· Co-Ordinate with FTC FZE for transaction files

· Initial Address check for prospect Client prior to preparing the KYC Pack 

Exc. Secretary 
· Assisting the office  team with all Secretarial & Administration Jobs 
· Provide Secretarial & executive services for MD & Managerial staff.
· Data encoding , input , scanning and transcribing of all computer related information of the company.

· Responsible for handling queries, incoming and outgoing calls, faxes and mails.

· Preparing Quotations, Local Purchase Order ans Sales Report.

· Prepare agenda or programs for meetings; organize meeting for the management. 

· Retrieving, reviewing and distribution of mails to all staff and other departments.

· Coordinate in purchasing office supplies and handle basic accounts.

· Prepare and submits appropriate documents such as monthly reports, program assessments, decision memoranda, correspondence, and other documents related to the specific area(s) of assignments;
· Coordinate and follow up on team Manager’s calendar, appointments, and schedule; 
· Making all travel arrangements such as flight booking, visa arrangements & hotel reservations 
· Perform daily administrative duties such as answering phone calls, copying, faxing, scanning, printing, mailing, etc.
· Maintain & update employees personnel records and centralized filing system, both manually and electronically
· Assisting the Accounts by preparing Invoices, Staff Salary Slips and Reports and handling Petty Cash
Sales Consultant 
· Listening to customer requirements and presenting appropriately to make a sale.
· Maintaining and developing relationships with existing customers in person, and via               

             telephone calls and emails.

· Arranging meetings with potential customers to prospect for new business.

· Acting as a contact between a company and its existing and potential markets.

· Gathering market and customer information.

· Challenging any objections with a view to getting the customer to buy.
· Advising on forthcoming product developments and discussing special promotions
· Recording sales and order information and sending copies to the sales office
· Reviewing your own sales performance , aiming to meet or exceed targets.
· Gaining a clear understaning of customers businesses and requirements
· Making accurate , rapid cost calculations , and providing customers with quotations
· Feeding future buying trends back to employers
· Attending team meeting and sharing best practice with collegues.


	Office Administration & Secretarial Support & Accounts Assistant
· Provide accurate, efficient and committed office work support to the senior management.
· Manage the routine office management functions, deal with clients and visitors and maintain corporate 
        relations. Provide support to the management on executive level.

· Sort out all incoming / outgoing mails and correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned. 

· Take care of the confidential files, matters and documents for senior management. 
· Answering phone calls, preparing local purchase, orders. Making Daily sales Reports, Preparing Quotation replying & Sending emails, maintaining preparing and sorting Files. Qualify Control for Certificate, Scanning, faxing, Data Entry.


	· Arrange appointments; make necessary arrangements for the meeting and ensure availability of appropriate personnel’s for the same as per scheduled time and place.

· Collect, organize and summarize information requested by the Senior Managers.

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

· Perform data entry tasks and follow up on documentation matters with various departments.
Accounts Assistant
· Preparing Sales invoice, Purchase invoice, Receipt Bill, Payment Bill , Data Entry, journal, ledger,
Export invoice, Packing List,  Office Expenses.


	      Reception Duties

·  Receive, open and distribute mail; receive visitors, arrange travel, schedule appointments, answer       telephone calls and refer to appropriate staff members. 

·   Hear and resolve complaints from walk in customers in the office.

·  Transmit information / documents to clients, using computer, mail or facsimile machine. 

·  Handle filling and control of incoming and outgoing faxes and e-mails.

·  Attend phone calls, take messages and forward the calls to the right person.

·  Operate telephone switchboard to answer, screen and forward calls, provide information, take  messages and schedule appointments.



Computer Operator / Data Entry
· Participate in the performance of a variety of duties involved in collecting and entering data into an electronic computer according to programmed instructions; verify and distribute resultant printouts.

· Coordinate the collection of data from point of origin; participate in the preprocessing of data to locate missing information and to make corrections as necessary. 

· Verify data entered into computer by checking printouts for errors and correcting as required; perform statistical checks to ascertain accuracy of data entered. 

· Assist in data collection and compilation for revisions to the data processing system. 

· Compare data with source documents/re-enter data in verification format to detect errors. 

· Compile, sort and verify the accuracy of data before it is entered. 

· Store completed documents in appropriate locations.
	IT SKILLS

	Desktop Publishing, Tally 5.4 & Tally. ERP 9, MS Office, Internet & E-mail applications


	ACHIEVEMENT

	Smart worker in a short period award, Sales Consultant & Telemarketing , Emirates NBD ,  Insurance Division, Dubai  



	PERSONAL DETAILS 

	

	Nationality
	:
	Indian

	Age
	: 
	36

	Marital Status
	: 
	Single

	Visa Status
	: 
	Employment Visa (Freezone visa- Transferrable)

	Languages
	:
	English, Hindi,Malayalam & Tamil

	REFERENCE

	Furnished promptly upon request with supporting documents




4

