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	Versatile and result driven professional equipped with over 4 years of progressive experience gained from working within well-known companies in the UAE and India. Proven expertise in Inter-personal skills, Customer Service Management and Administration. Proven ability in recognizing talent and skills in people, achieving objectives and meeting set purpose and business goals consistently. A resilient team player with outstanding skills in communication, organization, multitasking, negotiation, decision making, client convincing, supervision, coordination and PC skills with presentable personality and professional business style. Now seeking a career where I can utilize my skills and talents with tremendous opportunities of career advancement.   


	Key competencies gained through experience 

	· Strategic & Team Orientation
	· Analytical-Problem Solving Skills

	· Discretion & Business Ethics
	· Effective Employee Liaison-Employer Relationship 

	· Strategies Development & Implementation
	· Excellent Strategic Planning & Organizing  Skills


	

	CAREER PROGRESSION


	Document Controller
	Dec 2007 – Present

	Dimensions Engineering, Dubai, United Arab Emirates


	

	Performance Monitoring Officer 
Allsec Technologies Pvt Ltd, Bangalore, India.
	Sep 2005 – Oct 2007

	Customer Service Representative 
Mphasis BPO, Bangalore, India.
	July 2002 – June2003

	
	

	

	

	Dimensions Engineering
· Developed the documentation strategy, liaised with all departments of the firm successfully. 
· Consistently increased performance since joining the company.
· Successfully increased work awareness within the documentation department.
· Provided intensive trainings and presentations with key companies and government agencies.
· Created comprehensive databases through referrals. 
Allsec Technologies

· Accurate and timely auditing of files and calls.

· First point contact for operational quality monitoring issues.

· Escalate unresolved issues to Team/Quality Manager.

· Handling a team of 18 members during high production time.

· Conducting process training for new batches.
Mphasis BPO
· Consistently exceeded monthly targets and augmented sales by attracting new clientele.
· Directly involved in customer relationship.
· Conducting refreshes and updating the team on process changes.

· Provided excellent customer service.

· Implemented effective strategies to achieve customer delight.

· Assisted in increasing productivity of weaker team members. 


	AREAS OF EXPERTISE

	

	· Identify talents and skills in people to effectively utilize capabilities for increasing business. Open new business channels, develop and get proper networking and database for clients.
· Develop new ideas and strategies for each market with Senior Management.
· Complete marketing plans, prepare forecasts and ensure implementation of planned action. 
· Manage events and launch new products through public relation campaigns and events management.
· Preserve the position in the market by constantly overseeing the competitors’ activities to review the set strategies and plan and complete changes as necessary.
· Encourage and coach colleagues to provide superior customer service. 
· Effectively manage relationships and feedback with outside agencies and clients to ensure service standards and market awareness.


	PROVEN JOB ROLE

	

	Document Controller- Dimensions Engineering
· Developed and carried out documenting strategies.
· Carried out various functions related to project document receiving & transmittal, safekeeping & maintenance of project document archives, document imaging, and document reproduction and distribution.
· Aided in the decision making, clarification, negotiation and development up to records closure.
· Electronic - transmission of document, in accordance to project distribution system.
· Involved in planning and organizing including the managers and directors of companies.
· Prepares  occasional reports as may be required.

	EDUCATION  

	

	· Bharatiyar University, India – Master of Science in Industrial Biotechnology 

Methodical degree that sharpened my thinking, developed team-working skills and insight.



	TRAININGS, PROJECTS & WORKSHOPS

	· Presented “ Evolution of Protein Families in Humans ” in a national symposium of Bioinformatics in Bharathiar University, Coimbatore, India, 2003.

· Undergone National Training workshop on Bioinformatics at Bioinformatics Centre, Dept. of          Biotechnology, University of Agricultural Sciences, and UNESCO MIRCEN for marine   biotechnology,      Mangalore, 2003.
· Undergone training on PCR ( Polymerase Chain Reaction ) at Jain Institute of Vocational and Advanced studies, Bangalore, India, 2004.

· Undertaken project  on “ Evaluation of Genetic Variation among Three Varieties of Watermelon Using RAPD Technique ” at Jain Institute of Vocational and Advanced Studies, Bangalore, India , 2005.

· Presented a research paper on “ Biodiesel ” in a workshop held at  Karpagam College on  January 2005.

· Participated in the awareness cum fund raising program for Malaria held on January 2005. 



	PERSONAL DETAILS 

	

	Nationality
	:
	Indian

	Date of Birth
	: 
	1st of October 1980

	Marital Status
	: 
	Single

	Languages
	:
	English, Hindi, Tamil 

	IT Skills
	:
	MS Office (Word, PowerPoint and Excel), Internet & E-mail applications

	Visa Status
	: 
	Employment Visa (Transferable)
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