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Objectives  
To be associated with a progressive organization that gives me scope to develop and update my knowledge and skills and be part of the team that dynamically works towards the growth of the company.
Key Skills 

Operations / Administration: 
Self starter with the drive and determination of success
Excellent Communication Skills
Good analytical, organization and co-ordination ability
Pleasing and soft nature
Professional Experience 

Power Institute - Dubai. Operations Coordinator: 
(Jul 2007 till date) 
Job Responsibilities: Training Operations
Working along with peers on preparing annual course inventory (Projected inventory for the fiscal year) based on the sales demands.
Working on implementing course projection for the fiscal year based on demand.
Completely responsible in scheduling & coordinating training course schedules,
Creating unique Id’s and registering students on our system (individual & corporate)

Maintaining individual and corporate sales order files (manual and computerized)

Maintaining files of students on break & following them periodically.
Responsible for Ordering of books from all the vendors,
Courseware Stock checking & stock maintaining
Consulting: Training design/Development
Consulting: Training Customization

Customer Service
General administration
Taking up students and staff request, Maintaining student’s & staff request files

Forwarding it to the concerned departments for approval

RESPONSIBLITIES:
Getting Information-Observing, receiving obtaining information from all relevant sources.
Documenting Information - Entering, storing, or maintaining information in written or electronic/magnetic form.
Performing Administrative Activities - Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.
Resolving Conflicts and Negotiating with Others - Handling complaints, settling disputes, and resolving conflicts, or negotiating with others.
Communicating with Supervisors, Peers, or Subordinates - Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.
Identifying Objects, Actions, and Events - Identifying information by categorizing, estimating, recognizing differences or similarities, and detecting changes in circumstances or events .
Nokia Care India - Customer support executive
· Maintaining Technical Documentation in the service center.
· Handling Queries of the customer regarding cell phones, etc.
· Be responsible for the smooth and efficient day to day running and operation 
of the Service.
· Lead by example and assist the team when necessary
· Assist the branch manager in motivating and sustaining high morale within the team at all times 

· Monitor transaction times and coach staff to optimize service performance.
· Preparing & maintaining the daily call report.

· Coordinating with Employee & General administration.
· Daily follow-up with the customers.

· Handling complaints, settling disputes, and resolving conflicts, or otherwise negotiating with seniors.
Education 

Diploma in A+ Network Administrator - MICE : Manipal Institute of computer Education, Karnataka. INDIA.
Pre-University Secondary Education  st.Aloysius Pre-University College. 

Mangalore, Karnataka - India -2003.
Institutional Training/Seminars 

Certified Business Professional (Customer Service), SitesPower Training Center, Dubai.
NOL (NAMSCARE) Operations, Nokia Care - Karnataka, INDIA.

Professional Modeling Training: Women2Women Events, Dubai UAE.





    : Zero Gravity “The Choreographers” Dubai, UAE

Awards & Achievements 
· Winner of Mr.Dubai 2013, 2nd Runner-up.

· Winner of Dubai Star Hunt 2013 .
Commercial Modeling.
· Runway Model : Pakistan Fashion Week Dubai 2014 .
· Runway Model : Fashion for All 2014 & 2013 .
· Runway Model : MICE Fashion Show Abu Dhabi.

· Runway Model : Sa Vogue 2013 Dubai. 
· Runway Model : Celebrity Designers - Varoin Marwah & Kunal Rawal 

· Featured in Gulf News Tabloid as a UAE Trendiest Man.
· Featured in Dubai Outlet Mall Magazine (July - Aug 2013 Edition)
· Commercial Photography: Ansar Gallery Magazine.
Computer Proficiency Skills

· Win7,Win Vista ,Win XP, Adobe Photoshop.
· Microsoft Office 2007,2010 (Word, Excel, Outlook and Power Point)
Certification & Skills 

· TOEFL(Internet based) - Exam Administrator & Exam Supervision

· CBP - Certified Business Professional in Customer Service
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