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CURRICULUM - VITAE

SYED 
Syed.358331@2freemail.com
__________________________________________________
OBJECTIVE:   To secure interesting position with dynamic, well established premier organization with-in an environment conductive to continued professional and personal growth that will build on to my productive and managerial skills.

Professional Summary:  Possessing a degree in BUSINESS ADMINISTRATION and TEN years of experience providing top-notch ADMINISTRATIVE services in a call center (BPO), a hospital, bank & Managerial Category. Outstanding interpersonal skills with a track record of establishing positive relationship with clients and related personals. Respected leader, able to train and manage diverse teams to deliver peak performance. Dedicated to provide quality administrative services with fast and accurate results.

Work experience 1: Worked with THE PROFESSIONAL COURIERS. As a BRANCH MANAGER, at Greams Road Branch, Chennai, India.

Duration: January 2013 – Jan 2017.

Nature of duties and responsibilities: 

Accountable for day-to-day operations of the branch and assisting the Sr. Manager of Regional Branch Services with managerial and administrative functions Maintains communication between staff and the Sr. Manager of Regional Branch Services Provides support, guidance, and training to staff.

Work experience 2: Worked with COMBINATION SOLUTION & SYSTEMS CO LLC (CSS LLC). As a SALES CO-ORDINATOR, and after 2 years I have been got a promotion as a SALES MANAGER, Abu Dhabi, U.A.E.

Duration: August 2008 – April 2012.

Nature of duties and responsibilities: 

Exploring through the various Oil field companies with the sales persons and meeting the Purchasing Officers to explain and introduce our various types of products to them and then starts to become their supplier for the limited contract period.
Work experience 3: Worked with STANDARD CHARTERED BANK (U.A.E) a very well known bank all around the world as a BUSINESS DEVELOPMENT EXECUTIVE (Personal Loan Department) Abu Dhabi, U.A.E.
Duration: December 2007 – July 2008.

Nature of duties and Responsibilities:

Exploring through the various listed companies and meeting the individuals to explain the features and advantages of our bank over the other competitors and convincing them to go for a personal loan in our bank when needed to them.

Work experience 4:  Worked with INFO SEARCH BPO, India. A very fast growing American based BPO as a Customer Care Executive.

Duration: December 2006 – Nov 2007.

Nature of duties and Responsibilities:

Calling and convincing the customers from America to buy our product which is a satellite television service. Clearing their queries by taking the technical support from the installation team and making sure that all the customer queries are cleared with maximum accuracy and perfection.

Work experience 5:   Worked with APOLLO HOSPITAL, India a famous, well grown healthcare giant having a big chain of Hospitals, Clinics and Pharmacies as a Cashier cum Administrator.

Duration: May 2006 – December 2006.

Nature of duties and Responsibilities:
Inpatient and Outpatient Billing, Handling the respective cash, recording and maintaining the subsequent documentations, submission to the auditing team of the same within the stipulated time with higher accuracy and speed. 

ACHEIVEMENTS:

               1. Won few prizes in drawing competition at schooling level.

2.   Promoted as trainer from executive in BPO within 4 months which usually happens after 6 months or depending upon their performance in any BPO.

EDUCATIONAL QUALIFICATION:
	 Qualification       


	Medium of instruction
	School/college/university
	Year of passing
	Subjects

	SSLC
	English
	Board of Education.

Tamil Nadu, India.
	April

2001
	English, Hindi, Mathematics & 

Computer Science.

	12th (Higher secondary certificate)
	English
	Board of Higher Secondary Education.

Tamil Nadu, India.
	April

2003
	English, Business Mathematics, Commerce

Accounts & Computer Science.

	Bachelor of BUSINESS ADMIN.
	English
	New College,

Madras University,

Tamil Nadu,

India.
	Dis Continued
	Accountancy, Oral Business Communication. Written Business Communication, Statistics & Commerce.


Additional skills:

MS word, Internet surfing and basic to operate the system.
LANGUAGES KNOWN:     English, Hindi, Tamil & Urdu. (Read, Write and Converse)

PERSONAL INFORMATION:

Fathers Name

            :  Syed Ifthakharuddin Sufi.

Nationality


:  Indian.

Religion


:  Muslim

Marital Status

            :  Married.

ADDDTIONAL INFORMATION: 

Skilled public speaker and trainer. Presented company-wide-in-service training seminars on topics such as:
*Efficient Administration

*Best Customer Service.

*NSS (National service scheme) it’s a Government of India organization.

1. In this organization we need to create awareness programmes for uneducated people in rural and villages towards Immunization, AIDS and other communicable diseases.

2. Help people in need during natural calamities like floods and drought by arranging medical camps, distributing necessary kits and food packages.

Hobbies:

Motivating and encouraging the team members, colleagues to ensure the smooth and cool environment in the work, interested in listening to music, meditation, and swimming.

Inner strength

Optimistic, self-reliance, innovative, hardworking, strong interpersonal skills and ability to handle projects under tight dead lines, Using Humour to diffuse stressful situations.

Place: DUBAI, UAE    

