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Professional Synopsis

A highly motivated, enthusiastic and self driven individual with more than 7 years of professional work experience. A quick learner with excellent interpersonal, communication and organizational skills. A team player who can coordinate enhancement, problem solving, outgoing, energetic and driven communicator offering extensive professional skills. 

Career Contour

Operations Executive (June 2011 – Dec 2014)

Compass International – (DAFZA Dubai)
Responsible for providing an efficient and professional administrative service to clients and agents
Responsibilities:

  Collaborating with various levels of management to create seamless administration to clients
  Liaising  with other staff regulatory authorities, suppliers and clients

  Coordinating total inbound from point of origin overseas through to delivery at importer’s door

  Negotiating with domestic customers, as intermediary for foreign customers, to resolve problems arrive at  mutual agreements 

  Handling projects and agent service inquiries

  Preparation of rate requests for sales staff, customers and agents 

  Independent correspondence with the agents of different countries

  Contacting new principals from different countries and establishing relationship regarding business 

Senior Transaction Processing Officer, Press Agency - UK (Dec 2008 - May 2011)

Mphasis (An HP company) – Mangalore - India

Responsibilities:

  Verified latest and updated information based on various rules

  Acted as a deadline supervisor

  Archived and edited captions

  Cross checked various copyrights and providers

  Monitored and conducted regular checks as to avert further losses

  Scheduled and solved client requirements and developed good rapport with clients

Account Assistant with a leading auditor for a period of 14 months (May 2007 – June 2008)
Responsibilities:

  Prepared final statement (Balance Sheet, Profit and Loss account)

  Scrutinized various ledgers and bank reconciliation statements

  Cross checked fixed asset registers and depreciation there on
Recognitions
 Appreciated for customer satisfaction, customer relationship and for managing good flow of daily operations (Compass International)
 Received best Performance award for high quality, productivity and team work. (Mphasis an HP Company)

 Certified for Demanding Excellence (Mphasis an HP Company)

Strengths

 Highly trustworthy, dedicated and flexible

 Extremely productive in a high volume, high stress environment

 Great demonstration and interpersonal skills
 Watchful, alert with decision making capabilities
 Resourceful in the completion of projects, effective at multitasking

Software Skills

 Diploma in E - Business from Manipal Institute of Computer Education
 Diploma in Information Technology from St Aloysius College, Department of Computer Science
 Profound ability to work on Word, Excel, MS Office and Power Point
Trainings attended
 Management training course in Export Procedure and Documentation conducted By Br. MSME Development Institute (Government of India)
Academic qualifications

 Post Gradation Diploma in Management from St Aloysius College, Mangalore (Year - 2008)

 Bachelor of commerce from St Aloysius College, Mangalore (Year - 2007)
Personal Details

Date of Birth


:
8th May 1986

Nationality


:
Indian
Marital Status


:
Single
Languages Known

:
English, Hindi & Urdu
Driving License (UAE)

:
Light Vehicle 
Visa Status


:
Residence visa (Resigned)






