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OBJECTIVE  
Dedicated and Dependable person with more than six years of experience in Administration and Documentation works with UAE driving license (Automatic) ready to move into other sector. A Confident Professional who excels at prioritizing completing multiple tasks to achieve project goals. Seeking a role of increased responsibility and authority.                                                                                               

PROFESSIONAL EXPERIENCE : 6.6 YEARS

· Presently working in  Information Technology Consultants in UAE as Business Administrator from Feb 2016 to Still.

Job Responsibilities
· Coordinate office activities and operations to secure efficiency and compliance to company policies

· Supervise administrative staff and divide responsibilities to ensure performance

· Manage agendas/travel arrangements/appointments etc for the upper management

· Manage phone calls and correspondence(email, letter etc)
· Assist colleagues whenever necessary
· Maintain electronic and hard copy filing system.
· Maintaining a clean and enjoyable working environment.
· Worked as an Admin Assistant/ Document Controller in JT Enterprises from 4 June 2013 to 28 Jan 2016.

Job Responsibilities
· Setting up of project requirements and project files.
· Preparing and maintaining of documents and records.
· Responsible for maintaining hard copy information.
· Maintain and update & track all document for the project.
· Ensure all documents are up to date.
· Perform data entry and scan documents.

· Performs tasks as requested by the administrative and hr or other senior team.

· Handling telephone calls and properly guides with right information and transfer calls to the senior person if needed.
· Worked as an Executive in Geojit Comtrade Ltd for 2.7 Years (01/11/2010-10/05/2013).


Job Responsibilities
· Buy / Sell commodity stocks online for the customers.
· Suggesting the good commodity to customers.
· Bringing new customers for the growth of business.
· Daily Report preparation to the Head office and reporting officer. 
· Worked as a Data Entry Operator/Customer Care Executive for TATA DOCOMO  India from 2 Sep 2009 to 15 Oct 2010.

Job Responsibilities
· Communicating with different types of customers.
· Registering the Complaints of customers in the System. .
· Solving the technical problems caused to customers after verifying it. 
· Checking the CAFS filled by customers along with their ID proof.
· Entering the correct data to the Online portal provided by Tata Docomo.
· Finally activating the new connection to customers. 
ACADEMIC QUALIFICATION                                                                                                                            

	Year
	University/Board
	College/School
	Marks
	Course

	2006– 2009
	Mahathma Gandhi

University
	Nirmala College of Information Technology Chalakudy, Thrissur, Kerala.
	58%
	 BCA

	2006
	HSE Board
	G.M.H.S.S 

Nadavaramba,Thrissur, Kerala. 
	82.50%
	+2

	2004
	Kerala State

Board
	B.V.M High School Kalparamba,Thrissur, Kerala. 
	75.83%
	SSLC


ADDITIONAL AND TECHNICAL QUALIFICATIONS

· MS Office.
· MS Outlook.

· Good Knowledge of Internet & Email.
· UAE Driving License Automatic LV.
PERSONAL PROFILE

Date of Birth & Age               : 
23-Nov-1988, 28
Gender 

        
       :
Male
Nationality                              :  Indian
Languages                               :  English,Hindi, Malayalam,Tamil.
Religion and Caste                  :  Christian, R.C
DRIVING LICENSE DETAILS

Place of Issue

       :    Dubai

Permitted Vehicle

       :    Automatic Gear Light Vehicle
PERSONAL STRENGTHS

· Faith in God and honesty.
· Ability to cooperate with everyone. 

· Team coordination and management skills.
· Confident to take up and handle challenges.
· Patient

· Responsible

· Trustworthy
DECLARATION
              I hereby declare that all the above particulars are true to the best of my knowledge and belief.
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 

addressing to HR Consultant on email: cvcontacts@gulfjobseekers.com
We will contact the candidate first to ensure their availability for your job 

and send you the quotation for our HR Consulting Fees. 


