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Personal SUMMARY: -
· Work as an efficient Project Coordinator for renowned companies 
· Proficient in Microsoft Office tools like Excel; Word; PowerPoint etc.

· Excellent presentation skills.

· Excellent communication and interpersonal skills.

· Basic Setup and troubleshooting knowledge of Windows Operating Systems 

· Detecting viruses in Operating Systems.

· Basic knowledge of Computer Languages like C, Advanced C, C++, Oracle and SQL.

· Basic knowledge on DBMS & RDBMS, Data Structure, and Computer Networking, System Analysis and design
Professional EXPERIENCE: -
 DOHA QATAR

Project Coordinator | March 2016 – July 2016

Responsibilities: 

· Providing reports to Management and PMO team regarding the status of the Projects.
· Involved in placing the order of items as per the purchase orders received from Customers. 

· Dealing with vendors to receive the quotes as per customer requirements.

· Budget Supervision based on the orders received.

· Submissions to contractors based on their material requirements.
Mannai Trading Company – Doha, Qatar

Project Coordinator | July 2014 – December 2015
Proactive presales engineer responsible for working on new and existing projects and customers, thus developing a growing and sustainable networking business.

Responsibilities: 

· Proficient in Cisco Commerce Workspace which includes, configurator tool and deal registrations. 

· Providing support in designing and pre-sales engineering on Cisco products and services.
· Preparing weekly reports on deals registered on Cisco Commerce Workspace to track their status and expedite the approval process.
· Worked with the sales team to design, propose, and close new deals/opportunities with customers.

· Handled the task of assisting senior engineers in leading internal cross-functional teams and in preparing technical specifications of proposals for prospective customers.

· Initiated pre-sales activities, consulting services and products – Developed projects’ scopes (SOW, scope of work) and prepared proposals.

· Responsible for making strong relationships with customers by providing technical solutions from pre-sales to post-sales.

· Performed responsibilities of updating latest networking knowledge to meet customer requirements.
· Prepared BOQs for customers based on their requirements.
· Attended industry trade shows, exhibitions, seminars and training sessions to promote products and services.
· Proficient with Partner Portals and Deal Registration process for F5, Checkpoint, Bluecoat, Infoblox, Cisco Meraki & Lancope. 
Gulf Business Machines (GBM) - Doha, Qatar 
HR/Travel Coordinator | May 2013 till December 2013    
Responsibilities :
· Assign, track and manage Office documents and assets to employees.

· Assist Organisation’s Immigration Coordinator
· Manage and maintain HR and Administrative documents. 

· Manage and update current employee and ex- employee records in Lotus Notes database.

· Keep track of all the incoming Faxes and calls, dispatching calls to the appropriate department.
· Make arrangements for Hotel accommodation and flight bookings for corporate visits.

· Keep a regular check on the passport status of the employees online.

· Update all office details (organization chart/office contact list, etc)

Dell International Services Pvt. Ltd. – Bangalore, Karnataka                                                                                                                                                                                                            
Client Technical Support Associate | Dec 2010 to Oct 2011        

Responsibilities handled as a Client Technical Support Associate:-
· Worked as Senior Technical Support Officer for Windows Vista and Windows 7 Project

· Helping US home user Customers with Installation (Setup) and troubleshooting of windows XP, Vista and Windows 7.

· Help Customers with the installation and deployment of other compatible Microsoft products (like IE 7.0, Media Player 10 etc) on Windows Vista platform. 

· Implementing, Managing and Troubleshooting Network Protocols and Services.
Management responsibilities handled as a Client Technical Support Associate:-
· Mentored and inspired new team members to perform and give their best

· Determined the duties and responsibilities of new hires. 
· Organized training workshops to improve the performance of the members who are lagging behind in terms of performance

· Coordinating with QA team on a regular basis to improve self-performance and the performance of the team.

· Conducting team huddles on daily basis and giving regular inputs to each individual to improve their performance.

· Creating Process Documents.
· Reported any problem or fault in the process to the Management team.
· Offered solutions to the top management regarding process related queries

Educational background:-
· B.C.A Bachelors’ Degree in Computer Application from MCN University of Journalism & Communication, Bhopal, MP, India in the year 2009.
CERTIFICATIONS:-

· NIIT Certified SQL Professional in the year 2010

PERSONAL DETAILS:-

· Marital Status:                                   Married

· Passport:                                             Indian
· Visa Status:
                         U.A.E (Long Term Visit Visa)
