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	Experienced professional offering successful career track from Customer Care and Logistics Industry demonstrating expertise in business administration and customer service. In past service records displayed strong ability to assess customer needs and set up rapport with them; increase customer satisfaction; improve organisation work functioning; implement quality standards and manage team. Have excellent communication, interpersonal, problem solving and administration skills; results-driven work approach, enthusiasm and strong professionalism.  
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	Working with UPF INTERNATIONAL LLC. UAE as a Sr. Back Office Executive in Inventory Department.
   (Nov '11 to till date)



	

	

	


	
	


	· Handle administration, office management, business development, public relations and internal-external coordination related duties in the organization. Order office supplies and research new deals and suppliers.
· Preserve proper records of incoming and outgoing correspondence, file documents and letters systematically, as well as keep all assigned files up-to-date. Maintain confidentiality of all official documents.
· Supervise administrative staff and divide responsibilities to ensure performance.
· Respond professionally to customer inquiries and problems; providing them necessary information.

· Keep and manage customer database, follow up on customer log on issues or problems.

· Handling local & Overseas Hypermarkets Purchase Order’s and Follow up with Invoicing & Grv checking and Price confirmation.

· Tracking and keeping records of Delivery report on day to day basis.

· To actively participate in the daily planning of warehousing & distribution activities.

· Preparing the payment for the Transporter as per warehouse delivery reports and Freight charges accordingly.
· Maintaining the files of each shipments, preparing MIS report of Monthly wise sales
· Manage the movement of all incoming and outgoing materials from the warehouse as per schedule.

· Interacting with the Sales team and given them weekly updates about the New Receiving goods, Status of the shipment.



	· Worked with Reliance Telecom Ltd. Mumbai as a Back Office –operations.
                                                                                                                                                  (Nov “09 to Nov “11)





	                                                          
	

	

	



· Following up the complaints through LOTUS NOTES, or by contacting through different tools like Clarify CRM, Clarity, ICCM, billing MIS and Toad 7.0.
· Escalating the Mails to the Concerned Department and Co-ordinating with them regarding the issues of the                   Corporate Customer’s.

· Resolve the complaint within SLA, received via telephone or through emails from the customer.

· Provide the bulk status of MDN and RSN to Circle Corporate Customer desks.

· Rectifying the tariff plan and updating the correct Tariff plan in billing system ADC.
· Preparing MIS reports in Microsoft Excel.


	

	
	


· Received the Appreciation Certificate of Best Employee Award – 2013.

	


	


	·       Graduation (B-Arts )      :MUMBAI HINDI UNIVERSITY 

·       Pre Degree (HSC)          :CHHATRAPATI SHIVAJI COLLEGE
·       SSLC      
               :MAHARASHTRA BOARD



	
DATE                                                                                                                        Thanking You,
PLACE:  DUBAI (UAE)                                                                                                 Javed.

	


	


	· Diploma in Hardware & Networking.

· (Software Installation, Assembling and Troubleshooting.)

· MS-CIT Diploma in Computer Application (Fully proficient with MS Office)
· Knowledge in ERP system (Oracle & JD Edwards)



	
	

	
	

	
	

	Date Of Birth : 24th March-1985
Marital Status: Married

	Nationality : Indian
	

	Passport No: G6768282
	

	Visa Status: Employment – Valid up to 26th Nov-2017.

	


Profile Summary





STRENGTHS





Proven experience in Gulf market


Business administration capability


Expertise in customer relations


Ability to multitask & work independently


Resourceful & Open-minded personality


Can join in new assignment immediately
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Achievements & Awards
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