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Objective:  To achieve a Career wherein I can use my skills to the best of my abilities and be a useful asset to my organization.

PERSONAL STRENGTH:

· Proficient in both oral and written communication skills.
· Effective organizational and time management skills.
· Skilled in building and maintaining good relationship with customers. 
· Multi-tasking with ability to work under pressure.
EDUCATIONAL QUALIFICATIONS:
Master's degree in Social Work from Shree Devi College, Mangalore, India.
PROFESSIONAL EXPERIENCE:
1) Company Name

:
All Metals Industries LLC, Dubai
Designation

:
Front office &Admin Executive
Period


:
April 24th, 2013 – Till Date
Duties and Responsibilities:

· Handled the responsibilities of ensuring that all the queries and complaints of customer are promptly attended.
· Assigned the responsibilities of handling outbound and inbound calls.

· Prepare quotations for our customers & coordinating with our customers and our sales team regarding the incoming material.
· To make office memo, notice and warning letters for workers whenever needed.
· Communicateand coordinate with workers for their visa renewal or cancellation. Make arrangements for the medical of employees.
· Managing repair, maintenance & replacement of all office equipment, appliances, furniture, vehicle and office building.
· Supervising administrative activities like general admin, verification of stationery stock, petty cash, courier, pest control, kitchen items and housekeeping.
· Specialization in handling back office operations, inter office correspondence, confidential mails, quotations, monthly billings and cheques.
· Maintaining all the files related to Incoming &Despatch Dept.
· Upkeep of office administrative facilities & ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees.
· Keeping track of drivers movement.

· Ensure workers follow the safety rules while in work.

· Control the usage of Water & Electricity.
2) Company Name

:
Global Trading House, Mangalore
Designation

:
Admin Executive
Period


:
Apr 2nd, 2008 – Jan 31st, 2013
Duties and Responsibilities:

· Maintained and updated personnel records for staff (paper and electronic)
· Handled the responsibilities of ensuring that all the queries and complaints of customer are promptly attended.

· Assigned the responsibilities of handling outbound and inbound calls.

· Record leave and staff changes and Keeping filing up to date.
· Prepared badges, passes, and identification cards, and perform other security-related duties.
· Made travel arrangements & organized accommodation for senior managers.

· Maintained routine correspondence and draft appropriate responses.     

· Took an active role in creating a safe and healthy work environment.
· Protecting organization's value by keeping information confidential.

3) Company Name

:
Mohtisham Complexes Pvt. Ltd
Designation

:
Customer Service Executive
Period


: 
Nov 5th, 2005 – Mar 31st, 2008
Duties and Responsibilities:
· Assigned the tasks of handling front desk and ensured cleanliness of the area.
· Handled the responsibilities of ensuring that all the queries and complaints of customer are promptly attended.
· Assigned the responsibilities of handling outbound and inbound calls.

· Respond promptly to customer inquiries
· Keep records of customer interactions and transactions
· Follow up on customer interaction

· Record details of inquiries, comments and complaints
· Handled the tasks of tracking and dispatching courier.

· Communicate and coordinate with internal departments
· Transfers respective calls to the concerned person of the departments.
· Maintaining the attendance register of front office executives, pantry, housekeeping, laundry and other staff members.
· Arranging for pick up and drop service for the clients.

· Maintenances of computers, telephones, fax machines, Xerox machines.

· Monitored housekeeping and canteen activities in the office.

Reference:-
Will be furnished upon request.
I hereby declare that the above-furnished details are true with proven records.
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