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Objective:

To work with an organization that provides me an opportunity to learn, grow, and exploit my potential and to excel in the area of my purview so as to help the organization in accomplishment of its goals.

CAREER SUMMARY:

Jouve India Pvt, Ltd - Chennai:
· Working with JOUVE INDIA PVT LTD as a Customer Service Representative

From June 2012 to till date

Company Profile:

· The Jouve Group provides customers with cross-media solutions for designing, enriching, showcasing and distributing content. By offering innovative turnkey solutions for publishing, digitization, business process outsourcing, IT and printing, we help our customers develop flexible strategies to gain the competitive edge in the digital market.
Job Profile:

· Maintained confidential client details in up-to-date filing system

· Processing the information effectively and subsequently storing in the database

· Managing and leading the project team.
· Managing co-ordination of the partners and working groups engaged in project work.
· Detailed project planning and control including:

· Developing and maintaining a detailed project plan.

· Managing project deliverables in line with the project plan.

· Recording and managing project issues and escalating where necessary.

· Resolving cross-functional issues at project level.

· Monitoring project progress and performance.

· Providing status reports to the project sponsor.

· Working closely with users to ensure the project meets business needs.

· Continuous interaction with QC and Editors for the smooth functioning

· Dispatching job within the stipulated time frame

· Serves as a basic point of contact for client with complaints, queries, request, feedbacks, etc.
· Familiar with Excel, eBooks & Indesign software
Antares Publishing Services Pvt. Ltd - Chennai:
· Worked with ANTARES PUBLISHNG SERVICES PVT LTD as a Customer Support Executive

From 2006 to 2012

Company Profile:

· Company is a supplier of Typesetting services based in Chennai. Company has a great deal of experience in the Scientific, Technical, Medical publishing industry.
Job Profile:

· Updating confidential client details in database
· Maintaining word document for each process
· Trouble shooting & solving problem related to the database

· Leading the team in the absence of TL

· Responsible for training new members 

· Point of contact for the clients to address any discrepancies and updating the same to the concern department

· Prepares daily reports on the daily activities of Customer Care team
· Ensures that all the request, queries and complaint from client are responded in a timely and professional manner
· Jobs Downloading and Uploading 

· Familiar with File Transfer Protocol (FTP) processing

· Performing day to day administrative tasks such as maintaining information files and processing paperwork
RELOGISTICS (TN) PVT LTD - Pondicherry:
· Worked with RELOGISTICS (TN) PVT LTD as a EDP EXECUTIVE From 2004 to 2006 
Company Profile:

· They are into Logistics Business and providing Logistics support for leading concern like HLL, Reliance, Hydro S&S, Asian paints
Job Profile:

Billing & Invoicing

· Preparing Billing to the Clients as per contract rate

· Based on Billing preparing Invoices to the Clients

· Maintaining Database of Billing & Invoices

· Preparing Monthly reports like P&L, Outstanding Statements

Record Maintenance

· Maintaining Data on Daily Basis

· Data Backup 

· Register Maintenance

· Attendance Register Maintenance

· Leave Record Maintenance

Administrative Works

· Taking care of Official e-mails

· Corresponding with Clients

· Preparing Contract letters 

System Maintenance

· Troubleshooting

· LAN Connection

· Printer Maintenance

Davey Constructors Pvt. Ltd - Singapore:
· Worked with Davey Constructors Pvt. Ltd, as an EDP EXECUTIVE from 2000 to 2003.

Company Profile:

· They are into Sub-contract Business and supplying workers for leading concern like ABB, Kumagai, Semcorb, and Davey Omega.

Job Profile:

· Preparing master database for individual workers
· Preparing & keying time cards
· Preparing Billing to the Clients as per contract rate

· Based on Billing preparing Invoices to the Clients

· Maintaining Database of Billing & Invoices

· Preparing Monthly reports like P&L, Outstanding Statements

· Preparing salary for the workers
· Preparing pay slips
· Preparing Contract letters
· Corresponding with Clients
· Take care of official e-mails
· Preparing daily reports
· Performing day to day administrative tasks such as maintaining information files and processing paperwork
· Data Back up
Self Assessment:
· Ability to understand things better and to provide faster results in the destined tasks
· Good Communication and presentation skills
· Positive Approach
· Inter-active
Educational Qualification:

Bachelor of Computer Science, First Class

Sengunthar Arts & Science College Affiliated to Madras University
M.Sc., IT, Alagappa University, (Distance education)

Advanced Diploma in Client Server Programming
Diploma in e-publishing In-design

Skills & Training:

Operating Environments:   
Unix, Windows XP, Windows 2000, Windows 98, Windows 95

Languages

:
Pascal, C

RDBMS     

:            MS-Access, Foxpro

Packages   
: 
MS-Office (MS Word & Excel), Front Page, Adobe Photoshop 5.0
Accounting Software:
FACT

One Year training for Client Server Programming

6 Months training for e-publishing in In-design

Declaration:
I hereby declare that the information given above is true to the best of my knowledge.
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