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Area of Excellence

Data Entry Task
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Back Office work 
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Applying New ideas
Analysing
Key work Management
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Prepare and present
seminars
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Client Servicing 
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Maintaining Database
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Troubleshooting
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Team Management
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Profile Summary

· High-energy, focused, multi-lingual, Professional with over 4 years of experience in office admin and back office work and Data Entry. Extensive experience in setting up new initiatives, creating exceptional understanding of mail merges, macros and pivot tables & organizing various product/service launches. Incisive acumen in implementing new plans with a view to penetrate new accounts & expand existing ones in varying market conditions with cross-functional teams. Pioneered solutions in enhancing office admin revenues, developing profitable & productive customer relationships and building an extensive corporate & individual client base. Expertise in enhancing process, optimizing resource & capacity utilization, escalating operational efficiencies, analyzing staff works. Keen customer-centric approach with skills in addressing client priorities & resolving escalation within TAT, thereby attaining high business & compliance score.
Sensitive to the dynamics of cross-cultural workspaces; effective leader with excellent motivational skills to sustain growth momentum while motivating peak individual performances.
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Education

· Graduated  B.Tech Information Technology from Anna University, Tamil Nadu, India 
· Completed  Diploma in .net from NIIT Pondicherry , India
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Career Timeline
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Work Experience

Jun’12  – May’13
Source HOV, Chennai, India.
Jun’13  – Jul’15

SJM Group, Dubai, UAE.

Oct’15  – Dec’16

Al Taher Group, Dubai, UAE.


Growth Path: 
Jun’12 – May’13 : Technical Processer
Jun’13 – Jul’15    : Document Control and Data Entry
Oct’15 – Mar’16 : Office Admin 

Mar’16–Dec’16  : Office Admin Cum IT Support
Role:

· Ensuring adherence to pre-set internal procedures and guidelines specified for the IT Support
· Process Marketing Data according to client requirements, established specifications and Procedures
· Generating and maintaining accurate and up to date documentation of Project details 
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability
· Maximizing administration work by designing and launching proactive campaigns, generating new business through cold calling, referrals and leads follow-up, and customizing  strategies to address client-specific needs 
· Providing leadership direction and mentoring team members on client strategies, market and competitor trending, retention, identifying leverage points and function to achieve creative and efficient solutions to client objectives 

· Supporting the Team member to ensure they are equipped and trained and that they understood their personal goals to accomplish the company goals 

· Exploring potential business avenues & managing office admin works & IT supports for achieving the business targets; initiating market development efforts and  increased business growth 
· Analyzing the staff work and preparing staff schedule with the core of team work 
· Designing, implementing and monitoring strategically focused plans to create advantage for both the company and clients
· Maintaining accurate  and work closely with the production Managers to ensure and document standard operating procedures that support data quality and production efficiency and settling the best deal for the company with key clients and prospective customer 
· Checking customer feedback and keep full data and coordinating activities of administrative personnel
· Developing effective relationship with clients and achieving customer delight for business enhancement; ensuring maximum customer satisfaction by providing prompt & superior customer support and building market credibility

· Providing support in handling escalation from clients to resolve their concerns and addressing queries (customer advocacy) from other departments for a smooth ride for customer’s diverse issues
Significant Accomplishment:
· Collage  -  IT TOPPER  in 2012
· Work     -   Best Employee of the Year in 2015
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Personal Details
Languages Known:        English, Tamil, Telugu, Malayalam
Nationality:                       Indian

Visa Details:                      Visit Visa
Marital Status:                 Single
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