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	Career Objective:

	Intend to build career in an organization that may provide me challenging work opportunities to enhance my skills which may also lead to the organization’ growth.
Working Experience 
·     1 YEAR Experience in Pvt Ltd.as an admin staff  in Bangalore, India
     RESPONSIBILITIE  

       •    Stock maintenance

       •    Getting the feedback from the market and reporting the details to the senior management.

       •    To assist in recruiting the marketing staff
       •    Handle general administration tasks for the organization.

       •    Provide administrative support to the management operations including scheduling of business   

             Meetings,  And appointments and arrangements of departments functions and activities.

       •    Review, organize and distribution of incoming/outgoing business emails.
· 10 Months experience as a CPO in IBM at Chennai, India. 
      RESPONSIBILITIES
•   I was the direct staff of IBM; I was a team member of the credit card customer care team for Citi     bank which was the corporate client for IBM.  It was 24×7 service.

•    I was supposed to clear all the customer query related with the credit card.
•    To clear the customer complaints related with the credit card, account transactions, payment              related issues, card lost, to block the credit card, to register the complaint etc.
·   2 Year experience as SERVICE EXECUTIVE in Orange Technical Services at Kannur, India.

      RESPONSIBILITIES
· Dealing with complicated customer itineraries
· Handling customer orders and payments

· Undertaking general administration;
·  Dealing with complaints
· To arrange the spare parts from the co. to clear the customer complaint

	Educational Qualifications: (Stream)

	Degree
College & Board/University
     B com
Calicut University, Calicut, Kerala
   12th
St. Thomas Higher Secondary School, Gudalur, Ooty.

  SSLC
St. Thomas Higher Secondary School, Gudalur, Ooty


	Professional Skills:

	· Operating Systems
:
MS DOS, Windows NT/XP/7,
· Office Tools                       :            MS OFFICE, MS EXCELL, MS WORD,E-MAILS & INTERNET

	Personal Skills:

	             Comprehensive Problem Solving abilities, Ability to deal with people diplomatically, willingness to learn, Team facilitator. Good interpersonal, communication, organizational and time management skills. Excellent team worker and possess the ability to work and take decisions independently.
     

	Personal Details:

	· Age & D.O.B

:
25 Years, 10/03/1987

· Sex


:
Male


· Nationality

:
Indian

· Marital Status

:
Single

· Religion

:
Hindu

· Languages Known
:
English, Malayalam, Tamil & Hindi

         PASSPORT DETAILS: 
Place of Issue

:
Coimbatore
Visa status                                  Visit


DECLARATION:
I hereby declare that all the information is correct and true to the best of my knowledge and belief.

