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OBJECTIVE

I want to succeed in an environment of growth and excellence to meet personal and organizational goals while utilizing my skills in fulfilling the task given to me without hesitation.
AREAS OF EXPERTISE

· A result driven professional with 2.5 years of experience in the areas of Administration and Sales coordination fields in UAE.
· Good level of competence in Excel, Word, Outlook Good experience
· Processing four years of experience in the field of Computer Hardware and Networking.
Implementation, Administration and troubleshooting are involved with multiple Platforms of OS via, Microsoft XP, 2007, Windows 2008 and 2010.
· An effective communicator with excellent relationship building & interpersonal skills; strong analytical, problem solving & organizational abilities
· Ensure issues/queries on Compliance are resolved and appropriate escalation of queries to concern.
EMPLOYMENT HISTORY
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From September, 2015 to with Rugland LLC, Dubai, as Secretary cum Sales Coordinator. 
Key Responsibilities Handled
· Preparing Quotations, Purchase Orders & Invoices.
· Communication between clients, Suppliers.
· Handling customer queries
· Responsible for maintaining the appointments with customers and with the distribution and Showroom Sales teams.
· Sales Orders and stock reports in ICG system
· Reporting daily sales reports from showrooms and Distributions
· Monthly attendance and allowance for Employees
· Take care of projects jobs from out countries
· Collecting payments.
· Online Website Development@ 

From November, 2014 to with Life Health Care Group, Dubai, as an IT Administrative Assistant 
Key Responsibilities Handled
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· Configure and assembling systems.
· Installation of software
· Fixing and establishing  network systems
· Customer care and IT help desk
· Troubleshooting and fixing errors in various outlets via Team viewer and VPN Connecter
· Server and backup storage
· Arranging management meeting and High-Tech Classrooms with the Projector screening.
ACADEMIA

· B.Sc. Computer Science 2011-2014
AJ College, Thonnakkal Thiruvananthapuram.
Under Kerala University, Thiruvananthapuram, Kerala, India
· Advanced Diploma in Computer Hardware and Wi-Fi Networking 2009-2011
ec Collage, Attingal, Thiruvananthapuram, Kerala TCIL-IT under Central Board India, Kerala, India
SOFTWARE EXPOSURE

Operating Systems
:
Windows 7, Windows Vista & Windows XP. Office Package
:
M S Office, Excel, Outlook
Others
:
Conversant with Internet and Email.
PERSONAL STRENGTH

· Quick learner
· Excellent skills in MS word, excel & Outlook
· Practical, hardworking and committed dedication.
· Quick Trouble-shooter
· Software and hardware knowledge
· Sales and marketing
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