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SUMESH 
SHARJAH, UAE
Email: sumesh.213095@2freemail.com 

CAREER OBJECTIVE:
Quest to work in a professional and competent atmosphere involving my enthusiasm aided with my efforts contributing to the growth of the organization and to strive and achieve excellence in the area of work undertaken with honesty, commitment and dedication.
PROFESSINAL EXPERIENCE:
Admin Assistant/Co-coordinator/Assistant Purchaser/Assistant Store keeper
November 25 of 2015 – January 11 of 2017
AL JUMAN METAL SMELTING & MOULDING LLC
P.O. Box 35775, SHARJAH, UAE
· Devising and maintaining office systems, including data management and filing.
· Screening phone calls, inquiries and requests, and handling them appropriately.
· Provides payroll information collecting time and attendance records.
· Maintain a good relationship with new and existing clients
Assist the PRO in preparing the documents related to Labour permit, Visa Application, Renewal, Cancellation, ID's and passes
· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager.
· Responsible in all the incoming / outgoing documents (e.g. Proforma Invoices, Commercial Invoices, Letter of Credit, etc…)
· Gives detail information about the products and services of the company.
· Maintains quality service by following organization standards.
Coordinating with Shop Floor Foreman& Supervisors for execution of job.
Coordinating with Sales Team and operation Team.
Coordinates with Purchasing Section on materials relating to purchase.
Responsible for day to day overall production activity’s for committed production deliveries. Ensuring all production activities are as per requirements in given work order.

Store keeping and proper maintenance& controlling of Stock item.
Reported to manager on a regular basis regarding the need of items so that the future orders Could be placed accordingly.
Responsible for upkeep of various appropriate records of materials received.

Proper maintenance of Fixed Assets like Machines, Material & properly stocking.
Senior Executive(Operation)/Customer Service January 28 of 2012 – January 27 of 2014 Axis Securities & Sales Ltd (Sub: AXIS BANK) Bangalore, Karnataka, India.

Dealing with incoming/outgoing email, faxes and post, often corresponding on behalf of the Operation manager


Handling client’s inquiries, gives detail information about the services of the company and Maintain a good relationship.
·  Gives detail information about the product & services to Customers. Handling Home loan, Auto Loan & Personal Loan,
Professional Trainee
January 19 of 2011 – January 18 of 2012
BHARAT HEAVY ELETRICAL LTD( BHEL)
Bangalore, Karnataka, India.
Coordination with various officer as per instruction by the Project Manager.
Responsible in documents processing and distribution of Material Submittals to Coming from the Consultant.
Responsible in all the incoming & outgoing documents ( Invoices, Payment/Receipt Voucher, Delivery orders, Purchase orders, etc)
Educational Background
Calicut University, Kerala
NSS College Ottappalam, Kerala
BACHILOR OF ART IN ECONOMINCS
2007-2010
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	Date of Birth
	
	: November 14, 1989

	Place of Birth
	: Palakkad, Kerala, Indian

	Civil Status
	: Single

	Language
	: English, Hindi, Malayalam, Tamil. Kannada

	Visa Status
	: Employment Visa
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I hear by declare that all the above particulars are true to the best of my knowledge and belief
Place:
(Sumesh)
