MOHAMED 


To serve in an environment which gives me opportunities to learn and develop more skills and presents me with challenging ventures, which will enable me to contribute towards the betterment of the organization.
 
	Course
	University/ Board
	Location
	Duration of study
	%

	Bachelor Degree in Science (B.Sc.) in Mathematics
	Vinayaka Missions University
	Salem, Tamil Nadu, India
	2014-2016
	63

	Higher Secondary Examination
	State Board of Tamil Nadu
	Madurai, Tamil Nadu, India
	2004-2006
	80.58

	S.S.L.C
	Matriculation Board of Tamil Nadu
	Madurai, Tamil Nadu, India
	2003-2004
	82.27



· MASTER DIPLOMA IN ELECTRONIC DESIGN AUTOMATION (AutoCAD & OrCAD)

· TRAINED IN COMPUTER HARDWARE AND NETWORKING (GOVT. CERTIFIED).
· CERTIFIED QUALITY CONTROL INSPECTOR IN THE FIELD OF NON DESTRUCTIVE TESTING (NDT)


I) From Nov. 2011 to May. 2012 – EDM SOFT SOLUTION, BPO SERVICES, INDIA.                      
 POSITION: CUSTOMER SUPPORT EXECUTIVE.
JOB RESPONSIBILITY:

1) To remain as basic point of contact for customers with queries, complaints, and feedback’s, requests etc.

2) Ensuring timely and professional responses to all complaints, requests and queries received.

3) Research and compilation of answers for informational requests from customers.

4) Proper recording and scrutiny of the complaints received.

5) Maintain and develop external party relationships.

6) Preparing reports on the activities of the Customer Care department or team.

7) Efficient dealing of complaints to completion and enabling satisfaction of customer.

8) Rendering useful administrative support to other members of the customer care team.
 II) From June 2013 to Till Date – HIDADA COMPANY LIMITED, JEDDAH, SAUDI ARABIA

        POSITION : EXECUTIVE SECRETARY CUM DATA ENTRY OPERATOR
JOB RESPOSIBILITY:

1) Answering calls, taking messages and handling correspondence

2) Maintaining diaries and arranging appointments

3) Typing, preparing and collating reports filing

4) Organising and servicing meetings (producing agendas and taking minutes)

5) Managing databases

6) Prioritising workloads

7) Implementing new procedures and administrative systems

8) Coordinating mail-shots and similar publicity tasks

9) Logging or processing bills or expenses

10) Managing reception and meeting and greeting clients

11) Recruiting, training and supervising junior staff


· OPERATING SYSTEMS : MS WINDOWS  XP, VISTA & WINDOWS 7,8 & 10.
· PROGRAMMING LANGUAGE  :  BASICS OF C., DATA STRUCTURES

· CONVERSANT WITH MS OFFICE APPLICATIONS of Word, Excel & Power Point.
· WELL VERSED IN USING OF INTERNET, E-MAIL AND OTHER INTERNALLY DEVELOPED SOFTWARES.


· Served As Coordinator For Inter-College Technical Symposium Event called  IMPULSE-09
· Active member of  National Service Scheme (NSS)
· Won Prizes in various District level Athletic Meets.


· An Effective Communicator with good analytical skills and the ability to meet the deadlines
· Problem solving skills, Smart working, Sincere and Dedicated.

· Quick to learn and adapt to new changing atmosphere.

· Very Co-Operative and ability to work in a Team Environment.

Date of birth / Age             :     29th February 1988 / 29 years.

Native Place 
            :     Madurai, Tamil Nadu, INDIA.
Languages Known             :     English, Hindi, Tamil and Urdu.
   Valid Driving License        :    India & Saudi Arabia 
I hereby declare that the above furnished details are true to the best of my knowledge

                                                                               Yours Sincerely
-	


		   


                   





Email : Mohamed.373259@2freemail.com
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