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personal Information

Date of Birth
13th November 1983
Nationality 
Indian
Professional Summary
· Having 6+ years experience IT, with 2 years exclusive experience in IT procurement and Store Keeping

· Strong knowledge in Tally 6.0,BMC Remedy,Orcale P2P Application and HP Open View
· Strong Knowlege in IT Related products and Administration Equipments

· Strong Knowlege in store maintainence and Store Safety measure

· Delivery Vechile Maintainence 

Employment History
08/2010 – Present
 L.L.C Dubai
06/2008 – 02/2010
gulf computer l.l.c. Dubai
05/2006 – 06/2008
SITEL India PVT LTD India
04/2005 – 05/2006            gulf sea foods l.l.c free zone
Areas of IT Expertise
Operating System 

Windows and Ms Office
Incidents Capturing tools
BMC Remed, HP Open View and Oracle P2P Application
Other skills


Basic in computer Hardware engineering, level 1 hardware troubshooting

Academic Qualifications

Bachelor of Information Technology – pursuing   
Diploma in computer Application – Glysins Software India Chennai

Diploma in Tally – stenographers Guild India Chennai

High School Graduate from Morning Star Mat. High Sec School India Chennai
Projects
IT Procurement controller
IT Head office Al Barsha Dubai
08/2010 – Till Date
Roles and responsibilities 

· Administrative acceptance and receiving of the goods. 
· Processing incoming parts for hidden damage and that all units released.

· Ensure all outgoing parts and materials meet QC requirements and no defective, unserviceable or 

non  airworthy conditions exits prior to dispatch .
· Handling IT supplies (Packing & Dispatch).
· LPO Generation and payment processing.
· Preparing monthly stock report.
· Maintaining store as per the Safety standards and ensuring all the safety meassure are audited very month.

· Delviery vechile maintaince and Maintaining Trip Sheet.

· Participating in Internal audi and ensuring all the Audit Feedbacks are fullfilled .

· Yearly stock taking and tallying the stock with complete report.
IT SERVICE DESK ENGINEER

06/2008 TO 02/2010


Client: NAKHEEL 
Roles and Responsibilities:

· Responsible for delegation of work and coordination within the team to facilitate smooth processing and daily operations. 

· Reducing tech visit and resolving issue over the phone saving time and Money.

· Assisting End user Quires via Email and Phone calls.

· Providing Remote assistance, coaching and guidance over the phone and emails. 

· Recording all the incidents in remedy and ensure to provide proper solution by given SLA.

SUBJECT MATTER EXPERT ISP SUPPORT






SITEL INDIA PVT.LTD India 
Project Name:
Bell simpatico
Roles and Responsibilities:
· To Lead and manage a team of 20-30 agents for the voice process, Motivating the team to perform at highest energy levels to achieve SLA’s with the client.

· Responsible for delegation of work and coordination within the team to facilitate smooth processing and daily operations. Analyze the performance of the team and conduct coaching sessions.

· Responsible for coordination between management and the team for planning, Monitoring the process as per quality parameters and ensuring maintenance of quality.
· Preparation of weekly dashboards and Root cause analysis for process improvement.
______________________________________________________________________________________________

Accounts Executive (Cold Store Management)





Gulf sea food L.L.C
Project Name:
Tally Migration
Roles and Responsibilities:
· Migration of inventories Data from books to Tally Application.
· Implentation of Tally usage and inventory desgining

· Migration of store inventories Data  from books to Tally application

· Monitoring Store activities especially internal auditing of goods coming in and going out  
· Reports generation via Tally application on AR, Stock details and invoice generation
_________________________________________________________________________________________

Other Details

Languages;

English – Fluent speaking, read and write

Tamil
- Fluent speaking, read and write

Hindi
- Fluent speaking

Malayalam – Moderate speaking

Driving Licence – Manaual Dubai since  2006 with own car.[image: image2.png]




         


