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                                     Curriculum Vitae
STEEPHEN 
Email: steephen.370206@2freemail.com  


        Visa Status: Visit Visa 



         Visa Validity: 22-Aug-2017                             
 CAREER OBJECTIVE:
· To seek an excellent challenging position in quality and growth oriented environment, where my knowledge and experience can be shared and enriched.

ACADEMIC QUALIFICATION
·  
B.B.A from J.J. College of Arts and Science under Bharathidasan University during 2007-2010 with an aggregate of 68%.
COMPUTER SKILLS:
· Microsoft: - Word Works and PowerPoint. 
· Basic knowledge of Computer applications.

· Completed Higher and Lower in Typing Skill. (English).
EXTRA COURSES:
· I have completed IELTS, INTERMEDAITE and CELTA course at BRITISH COUNCIL in 2016--Chennai, Tamil Nadu.
· HDCA, PGDCA in TCPS institute in Tamil Nadu, India.
EXPERIENCE:
· Worked as an Administrative Assistant in Lear Automotive India Pvt Ltd, Chennai Zonal,South,Tamil Nadu from (5th  Nov 2015 to 30th  April 2017).
Duties and Responsibility

· Greet Customer or other personnel of the firm by phone, in person, or through electronic media, including email,.

· Updating and maintaining database such as mailing lists, contact lists and client information.Co-ordinate .

· Maintain staff administrative records such as staff parking, staff phones and company credit cards.
· Responsible for maintaining office filing and record keeping systems.
· Worked as a Front Office Executive in Southern Residency, Chennai, Tamil Nadu 
from (2nd Aug 2014 to 28th Sep 2015).
Duties and Responsibility 

· Great all Guests at all the time in a friendly and helpful manner, and attempt to learn and use Guest’s names at every opportunity,Prepare and report guests with High Balance to the attention of the Front Office Manager.
· Communicate with all other departments through the proper channels, and through the Communication Forms,Report any unusual occurrence or request to the Manager on Duty or the Front Office Manager.
· Worked as a Sales Executive in 3 Star Manufacturers, Pudukottai, Tamil Nadu from          (2nd Nov 2012 to 27th April 2014).
Duties and Responsibility
· Selling products by establishing contact and developing relationships with prospects recommending solutions.Maintains relationships with clients by providing support, information, and guidance researching and recommending new opportunities recommending profit and service improvements.
· Worked as Tele Marketing Executive in Serco BPO, Chennai, Tamil Nadu from (July 4th 2010 to 3rd Sep 2011).
Duties and Responsibility

· Advises present or prospective customers calls on a rotating basis; operating telephone equipment, automatic dialling systems, and other telecommunications technologies.
· Influences customers to buy or retain product or service by following a prepared script to give product reference information.
CERTIFICATIONS AND PAPER PRESENTATIONS:
· Participated in the UGC-Sponsored One-Day National Workshop on ”WRITING FOR PUBLISHING AND AVOIDING THE RISK OF PLAGIARISM AND COPYRIGHT VIOLATION” organized by the Library and Information Center, Madras School of Social Work on March 5th, 2015 at Madras School Social Work, Chennai.
PERSONAL DETAILS:
· Date of Birth             
:
26/06/1988
· Marital Status        
:
Single
· Languages Known 
: 
English, Tamil
· Nationality           
: 
Indian
DECLARATION:
         I here-by declare that the information furnished above is true to the best of my knowledge.                                



                      STEEPHEN 

