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Career Summary
· 6+ Years Working Experience in UAE and India in MIS, Secretarial, Admin, Operation and Co-ordination areas. 
· Experienced in FMCG, Health Care, Banking and Telecom industries.
· Hand full of experience in Ms Office. (Especially in Excel -V Look up, Pivot Table, formulas)
· 3 Years Experience in Outlook & 3 years in Lotus Notes.
Seeking responsible position in MIS/ Admin/ Secretarial/ Operations/ Coordination/ Banking areas
Career Profile

1)  Company
: Traders LLC (Belhoul Group), Dubai, UAE.
 Department
: Sales (Medical Equipments for OT & NICU)
 Designation
: Department Co-ordinator (Temporary post)
 (August 2014 – September 2014)
Job Responsibilities:
· Preparing and sending Quotations and IPOs (Internal Purchase Order).
· Passing incoming LPOs to concerned Sales person.
· Updating datas and filing of documents.

· Co-ordinating with Tender and Purchase departments. 

· Managing Division Manger’s mail box and answering customer inquiries.
2)
Company
: Al Aqili Distribution LLC, Dubai, UAE.

Brands
: Americana Meat, Americana Cakes & Biscuits, California        


  Garden, Foster Clarks, Afia, Super Max, Sadafco, Lotte,       


  Varta Battery, Gulfa Water & Napco
Department
: Vansales / Down Trade

            Designation
: MIS Secretary to National Down Trade Manager (NDTM)
(November 2010 – January 2014)
Job Responsibilities:
· Front-end usage of software/applications like Vansales Information System, Route Track and Oracle for daily reports, analysis and updations.
· Sending sales reports to Supervisors, NDTM, BM, NSM and GM.
· Preparing reports for Principal section.
· Co-ordinating with different branches (7 branches) and departments (Marketing, Credit control, Accounts, EDP-Electronic Data Processing, HR, Principals) for the smooth running of VS team.

· Follow ups with the branch managers and supervisors for any required details.
· Updating promotions for brands in route track to get the details in HHT (Hand Held Terminal) of UAE Sales Executives.
· Preparing and submitting the UAE Claims details (Free Goods, Sales Discount and Price Difference) to Marketing Dept. and Accounts Dept. to get it credited to respective Sales Executive’s account.
· Customer Barcode Printing and Updation as per the Supervisor’s request.
· Calculation of commission for Sales Executives, Supervisors and Manager on monthly basis.

· UAE GRV (Goods Return Voucher) updation in Oracle on monthly basis.

· Coordinating the issue of spare vehicle across UAE.

· Making CVSM (Cash Van Sales Man) Interview appointments for NDTM and coordinating with PRO for their visa and joining procedures (Medical, E Id, OHC).

· Coordinating Tasjeel Card renewal process in Dubai and Sharjah.

· Making reports for reconciliation purpose for Dubai Team.

· Key a/c invoice updation for Dubai team.

· Load request and Oracle approvals for Dubai Team.
· Answering mails and calls.
3) Company
: HDFC Bank Ltd, Trivandrum, Kerala, India.
 Department
: HDFC Express Loan Plus Centre.
Designation 
: MIS State Co-ordinator.
(2007 March – 2008 October)
Job Responsibilities:
· Preparing and sending Daily, Weekly and Monthly State Reports to ASM, RSM, ZSM, Kerala Team and South Co-ordinator.
· Monitoring LTS Co-ordinator’s work.
· Sending the Kerala Salary file on every 15th.
· Doing the joining formalities and Employee Code generation for the new joinees in the system.

· Communicating and Collecting Updates from the SM’s of the 7 branches.
4)
Company
: ICICI Bank Ltd, Kadavanthra, Cochin, Kerala, India.

Department
: ICICI Direct. Com
Designation 
: Back Office Supporter
(2006 August – 2007 March)

Job Responsibilities:
· Supporting the Form Processing Team and Rejection Section.
· Fix Appointments to solve the rejection.
· Fixing appointments and routing it to Team Leaders and Executives.
· Co-ordinate the work of Team Leaders across Kerala.
· Taking feedbacks from Team Leaders.
· Sending reports to Sales Manager.
5)
Company
: Reliance Web World, Kadavanthra, Cochin, Kerala, India.

Department
: Web world.
Designation 
: Web -Guide
(2005 December – 2006 June)
Job Responsibilities:
· Care and help the customers in completing their VC/Surfing/Gaming successfully.
· Effectively managing the sales logins on a daily basis.

· Monitoring customer complaints on a regular basis.

· Telecalling to make customers aware of the product and responding to the quarries.

· Sending daily reports and other details to the superiors.
Qualification
· Pursuing MBA in Information System

Eduworld – Centre for University Services FZE (2014 – on going)
Sharjah, UAE
· Bachelor of Education  ​​– Secured 71%
University of Kerala, India (2004 – 2005)
· Bachelor of Physics  – Secured 80%
University of Kerala, India (2000 – 2003)
· Higher Secondary Certification Examination  – Secured 62%
Kerala, India (1999 – 2000)
· Secondary School Leaving Certificate   – Secured 80% 
Kerala, India (1998)
Language Proficiency
· English       (Read, Write & Speak)
· Hindi          (Read & Write )
· Malayalam  (Read, Write & Speak)
Personal Details
· Age 
:
30
· D. O. B.
:
01 November 1983
· Marital Status
:
Married
· Religion
:
Christian
· Nationality
:
Indian

· Visa Status
:
Husband visa 
· License
:
Valid UAE License 
