	THANZIL  
CUSTOMER SERVICE REPRESENTATIVE / ADMIN ASSISTANT / HSE ENGINEER
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Email:
Thanzil-393017@2freemail.com  
Personal Details:
Gender

Male

Marital Status

Single

Nationality

Indian

DOB
14 April 1993
Languages Know:

  English, Tamil, Malayalam & Hindi

	PERFORMANCE PROFILE
Analytical minded and highly organized professional with over three and half years of progressive experience in maintaining the workflow of office in fast-paced environments. Approachable, friendly and exceptionally helpful, with specific focus on improving company process by providing deep insight by handling customers and administration support work efficiently. Exceptional and qualified HSE Engineer with experience in protocol necessary to minimize on the job health safety and environment occupational risks.
PROFESSIONAL SKILLS
· Team work and problem solving
· HSE regulations, obligations and applications.
· Communication skill and leadership  
· Training Implementation
· Time management and inventory management.
· Knowledge of IOSH standard
· Planning / Event planning
· Provide safety training for all employees.
· Conflict Resolution
· Medic first aid
· Documentation
· Record Maintenance 
TECHNICAL EXPERTISE
· Microsoft Office Applications 
· Outlook
· SAP

· Complete knowledge in office equipments like printer, copiers, fax machines and laptops.
· Desktop support with prime focus on troubleshooting systems.
WORK EXPERIENCE  
Organization          :  Asian Color System, Chennai.

Designation
   :  Customer Service Engineer
Period

   :  From 2 June 2014 to 28 August 2015. 
Organization          :  Uber, Chennai.

Designation
   :  Customer Service Executive.
Period

   :  From 2 Sep 2015 to 28 Sep 2017. 
Organization          :  Comfort Trading - Qatar Rail – Redline Station
Designation            :  HSE Engineer
Period                    :  Since 2 January 2018 to January 13 2019
EDUCATION
Qualification         : B.tech in Electronics and Communication Engineering 
Institution           : Vins Christian College of Engineering 
University            : Anna university, Chennai.
Percentage          : 70%

Year of Passing    : April 2014
Qualification        : Diploma in Fire and Safety Engineering 
Institution          : National Institute of Safety training, Kerela.
Percentage         : 85%

Year of Passing   : MAY 2015
Qualification        : NEBOSH & IOSH MS
Institution          : Mars Safety Institute, Cochin, Kerala.
Year of Passing   : December 2017
Qualification       : MBA in Human Resources 

Institution          : MS University, Tamilnadu

Status               : Ongoing 

Certification        : Medic First Aid, HABC Level 1 International Award
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WORK EXPERIENCE
Asian Colour System, Chennai ( Customer Service Engineer )
Job Responsibilities:

· Looking of all Shift routine and Non routine activities and follow up the previous shift jobs.
· Good co-ordination with operator/maintenance department /Up Stream/Down Stream plants to run the plant smoothly.
· Keep records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken. Process orders, forms and applications.

· Follow up to ensure that appropriate actions were taken on customers' requests.
· Refer unresolved customer grievances or special requests to designated departments for further investigation.

· Giving instructions and follow up the activities with field operators /casual labors/maintenance officers for smooth running of plant.
Uber, Chennai. ( Customer Service Executive )
Job Responsibilities: 
· Good interpersonal skills with an ability to understand the customer’s problem and solving them.
· Documenting any major problems customers are facing with the products in large numbers & reporting it to the concerned department.
· Respond to incoming calls and emails from clients and policy makers and handle their queries and complaints.

· Coordinated with production department to maintain updated knowledge of all product and services being offered by the company.

· Identifying and assessing customer’s needs to achieve satisfaction.
· Resolve product or service problems by clarifying the customer’s complaints, determining the cause of the problem, selecting and explaining the best solution to solve the problem, expediting correction or adjustment, following up to ensure resolution.
Comfort Trading and Contracting, Qatar. ( Qatar Metro Construction) HSE Engineer
Job Responsibilities:

· To implement on site/ factory all aspect/ impact of OHSE Management System (OHSAS 18001, ISO 9001-2015 & ISO 14001-2015 Standards).
· Responsible for implementing and administering all aspects of accident/incident, prevention, fire protection and control, motor fleet accident prevention and the control of equipment and property damage.

· Conduct incident/accident investigation, analyze and formulate recommendations for corrective and preventive actions.

· Conduct supervisory safety meetings; participate in weekly/monthly planning and scheduling of meetings.

· Conduct daily inspections in the work area to ensure the health of the workers/staffs and the protection of the environment are properly taken care of.

· Prepare job safety bulletins and subject materials for weekly toolbox meetings. Review and monitor such meeting to ensure effectiveness.

· Conduct safety orientations classes (Safety Induction training) for newly hired employees.
ADDITIONAL SKILLS
· Sound knowledge in Installation of windows server 2008 & 2012.
· Proficiency in installation, configuration and application software installations.

· Setting up and managing local and wide area network to maintain maximum network uptime.
· Personal Management skills – The ability to plan and manage multiple assignment and task, set priorities and adapt to changing conditions and work assignments.

· Strong Work Values – Dependable, honesty, self-confidence and a positive attitude.

· Learning skills, Leadership/Management Skills, Computer literacy, Interpersonal effectiveness, Teamwork, Good Communication.

· Medic first aid and fire safety certified. 
· HABC Level 1 International award in Fire Safety.
