 Curriculum vitae

 NAME . SABIN
SABIN.371629@2freemail.com 


Career Objective: 
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I am a well organized person who strives to provide the best possible service to people. I am committed to improving procedures when the need arises and I am an excellent team player.

Professional Strengths: 
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· Creative Thinking and Good Knowledge in Software Systems & Hardware

· Ability to take decisions and work under pressure.

· Good Customer Service and interpersonal skills.

· Professionally and sensitively handling agitated customers.

· Receiving/Payment cash Petty Cash handling

· Banking Transaction

Computer Skills: 
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· Excel

· Data entry

· SAP

Professional Experience: 
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   JUNE. 2010 – Feb,2017
         Order Processing/ Customer Coordinator/Office in Charge 

       Modern Bakery L.L.C.





              ABHUDABI, U.A.E

 DEC.  2012 – JUNE. 2013

                                                 As a office in charge and cashier in -



                           Modern Bakery L.L.C.(BRANCH)

                                                                AL AIN , U.A.E

JAN 2005- DEC 2009

                                           As a office in charge & cashier in

                                  PERIYAR FOODS INDIA LTD  IN KERALA ,INDIA

  Job Profile:

· To attend all telephone calls and receive fax orders from customers as per their requirements.

· To Prepare Salesmen’s Delivery Orders, Customers Debit or Cash Invoices in Company’s 

· specific software environment.

· To computerize all manual Debit & Cash invoices. 

· To Assist and Keep in touch with branch’s Manager.

· To forward all orders in specific printing format to Delivery Department.

· Responsible to follow management’s instructions regarding customer care and satisfaction 

· with good business manners.

· To prepare monthly sales report.

· Deal with customer's quotations and arrange the quotation in computer. 

SKILLS

· Microsoft Office 2000, XP.

· Internet & E-mail 

· Ability to Operate Privately manufactured software to control Data and Operation 

· calculations and customer’s information or Preparation of Invoices.

· Fast and good skills to adopt any technical and official instructions 

· official job like Computer Operator, Data Entry Operator, Office Assistant, Secretary, 

Technical Store Keeper, Customer/Public Counter & Telephonic dealing, Accounts/Cashier and all  other official posts like these according to my qualification

Educational Qualification

 SHAPE 



· Diploma in following Courses:

· Fire & safety engineering

· Computer applications

· Bachelor  degree in English(Completed) from MG university in India

Interests
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· I enjoy reading, interacting with people, social activities and listening to music.

Other Documents Will be Furnished Upon Request.

