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CAREER BACKGROUND

With experience in multi cultural environment and a proven ability of successful business development mentality, I am confident and well trained employee being an asset to the organization.  Leadership quality is an added advantage to achieve my goals.
PROFESSIONAL OBJECTIVE

Seeking position that is innovative, challenging which will utilize my education, experience and offer advancement opportunities to enrich my knowledge and skills as to make contributions to the organization’s growth.

WORK EXPERIENCE

· TNT Express ( May 2011-Nov2011/Feb 2013-May 2013) 

Designation: Customer Service Frontline Agent – Temporary Agent
Job Responsibilities: 

· Data entry/order processing.

· Arrange for shipment release/courier collections.

· Attending inbound queries via Email and telecom

· Customer service which includes bookings/collection

· Handing complaints and sorting it out effectively with ensured customer satisfaction.
· Managed all administration related activities and tasks 

· Assisted the managers.
· Flexibility in working under any circumstances to achieve the goal

· Handled complex administration tasks and customer queries

· Acting as an intermediary between customer and internal departments to ensure quality customer service.

· Following up with Client on their feedback. 

· Assisting sales team with planning and dispatch of orders.

· Support for developing new and profile clients.
· Dealing with enquires and quotations over the phone independently.
· Understanding clients requirements and ensure best support.
· Managing, Arranging and Filing of documents.

· First Gulf Bank (Sep 2012 – Jan 2013)

Designation: Data Entry Admin 
Job Responsibilities: 

· Document handling.

· Checking the files for necessary documents.
· Ensuring that the data entered in the system coincides with the information provided by the customer in the documents.
· Updating the records when necessary.

· Evaluating the updated data.

· Assisting the team in achieving the target on daily basis.

EDUCATION

· MASTER OF BUSINESS ADMINISTRATION (FINANCIAL MANAGEMENT) (2012-2014)

· Annamalai University, Tamil Nadu. Passed in Second Class.

· BACHELOR OF BUSINESS ADMINISTRATION (INTERNATIONAL BUSINESS) (2009 – 2011)

· Skyline University College, Sharjah, U.A.E.  GPA – 3.25

· ASSOCIATE OF APPLIED SCIENCE IN BUSINESS (2007 – 2009) 

· Emirates College Of Management and Information Technology, Dubai, U.A.E. GPA – 3.80

· HIGHER SECONDARY SCHOOL CERTIFICATE (2006 – 2007) 

· Passed AISSCE with 78% marks at Our Own Indian School

· SECONDARY SCHOOL CERTIFICATE (2004 - 2005) 

· Passed AISSE with 69% marks at Our Own Indian School
COMPUTER SKILLS

· Proficient in Excel, Word, PowerPoint, Internet, Lotus notes
· Working Knowledge on database software Teemtalk 2000 (mainframe)
· Knowledge on accounting software Peachtree
PERSONAL DETAILS

· Date of Birth: 18/02/1990

· Nationality: Indian

· Visa status : Husband’s Sponsorship

· Holding a valid UAE Driving License
· Languages known: English, Hindi, Tamil and Malayalam
PROFILE
· Self-motivated and hard working with a desire for continuous learning.

· Ability to persist with a task until objective is achieved.

· Ability to work under pressure.

· Capable of working effectively for long hours.

· Capable of meeting deadlines.

· Commitment for the highest standards of quality and service delivery.

· Team player with excellent attention to detail.

· Disciplined and well organized in work habits.

· Good communication, organizational and interpersonal skills.

· Quick learner and enjoys challenges.[image: image2.png]
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