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……………………………………………
  Mr.Shijo
Shijo.367662@2freemail.com    
           Dubai, U.A.E. 

· Personal Details:

Date of Birth : 11/ June/ 1987
Nationality      : Indian

Sex
             : Male

Marital Status      : Married

Religion
      : Christian

Languages Known   : English, Hindi,
Tamil, Malayalam
Visas Status              : Employment
Free Zone Visa
License :UAE Driving license

(Automatic)
	CURRICULAM VITAE 
SALES + OFFICE ASSISTANT+ADMIN

Objective: - Looking forward to varied and challenging assignments in a competitive and dynamic work environment, where I can learn and grow and at the same time, contribute to the company objectives.
Summary of Qualifications
Academic Qualifications:-
· Plus Two (Computer Application) Government of Kerala                                       (2002-2005)

· Bachelor of Science ( Physics) MG University India                                               (2005-2008)

· Bachelor of Education ( Physical Science) MG University India                             (2009-2010)
· Diploma in Fire & Safety (India Kerala, Kochin)                                                     (2008-2009)
Work Experience:-
· 3 YEAR AND 8 MONTHS Experience. Administration (Secretary cum Receptions/ Purchaser/Indoor/out door Sales ) in a company, Dubai   (2011 -2014) 
SOUBRA TENTS AND AWNINGS LLC
· 2YEAR Experience As a Health and safety officer /Advisor/Safety Equipment purchaser and   Store in charge   in a company Dubai (Jabel Ali Free Zone) (INDUSTRY)
(2014- Present) 

EMIRATES REBAR (TERRAZO GROUP) 

Computer Knowledge:-
·  Proficient in the use of: MS-Office (Word/Excel/PowerPoint) Internet & Emailing 

Adobe Photoshop, Customer Relation Management Software(CRM) 


	Functional Strength

· Sincere, self-motivated, well organized and friendly

· Professional and innovative exposure to the Operations Department
· Ability to interact with all levels of Management.

· Good communication skills & team coordination

· Accurate and detail oriented
· A team player loves working effectively with one and all.   
Willing To
· Maintaining relationships with existing customers through regular visits

· Establish and maintain business relations and generate new business.

· Ensure high level of consumer satisfaction by building and maintaining good relationship with potential customers.

PROFESSIONAL EXPERIENCE 
Organization
: M/s  TENTS AND AWNINGS (2011  TO  2014)  
Position held
: Office Assistant /Receptionist Cum Secretary 

                             Purchase/Indore Sales
 DUTIES AND RESPONSIBILITIES
· Perform Reception Duties Such as answer telephone calls, make appointments, Receive and distribute incoming / outgoing mails/ follow up
· Taking down the Messages and forwarding the same to the respective departments. 
· Receive visitors/Customers to the office, obtain name, purpose of visit and contact the appropriate staff.
· Sales Dealing (canvassing the customer by phone and direct/explanation of the product specifications)
· Purchasing and maintaining the stationary at a par level on monthly basis.

· Maintain a neat and clean office  environment, ensuring rooms 

          are ready for meeting and stocking kitchen supplies.
· Assisting all departments as and when required(Indoor Sales/out Door Sales) 
· Checking the telephone bills and forwarding them to accounts for payment.

· Calling up customers for collection of payments.

· Preparing Quotations + invoice + delivery Notes +Lpo and sending also follow up
· Handling Guest complaints, taking feedback.  
· Set up and maintain files, records and databases
· Distribute incoming faxes and courier packages.



Organization:    EMIRATES REBAR (TERRAZO GROUP) ( DUBAI, From 2014 to Present)  
Position held:   Health And Safety Officer / Safety Equipment Purchaser And Store in Charge   

DUTIES AND RESPONSIBILITIES
· Implementing of health and safety standards, guidelines, regulations and trainings 

· Daily inspection of unsafe acts and conditions of site.

· Conducting Safety Improvement Training and induction training to the Employees 

· Preparing and conducting tool box talks for the work force.  

· Ensuring that Employees have proper PPE work place 

· Supervision of housekeeping in various locations. 

· Accident/incident investigation Report. 

· Supervision of lifting, excavation & Hot work activities. 

· To participate in the weekly safety audits inspections and to insure that all the unsafe acts / conditions reported are rectified. 

· Providing First Aid for injured employees. 

· Maintain Departmental Safety Bulletin Board. 

· Attending the HSE Meetings and provide technical support related to HSE issues.

· Periodic Inspection through checklist on Vehicles, cranes, Forklifts heavy equipments, and Lifting gears.
· Safety ppes purchasing/quality checking and storing 
· Assisting all departments as and when required(purchase/Quality Dep/Thrakhess Hse related Online procedure/stock updating)
Extra Curricular Activities
· NCC MEMBER( NATIONAL CADET CORPS INDIAN MILITARY ) 

· ATTEND ARMY ATTACHEMENT CAMP 

· NSS MEMBER ( NATIONAL SERVICE SCHEME)

TECHNICAL SKILLS 

· Proficient in the use of: MS-Office (Word/Excel/PowerPoint)      Internet & Emailing ,Adobe Photoshop, Customer Relation Management Software(CRM) 
Driving License: UAE valid driving license (Automatic) 
Declaration 
I hereby solemnly declare that the information finished above is true to the best of my knowledge and no part thereof has been intentionally distorted or misrepresented. 
                                                                                                                                           SHIJO  
Visa Status: Employment Free zone  Visa (Valid Until 2017) 

REFERENCES: Available upon request
