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OBJECTIVE

My earnest desire is to carry forward experiences; in which I am organized and reliable in carrying out responsibilities with less or no supervision.  

WORK HISTORY

Personal admin assistant & Customer service - information Technology 
Nov 2001 – Dec 2005, Dubai

Responsibilities
· Responsible for organizing, maintaining, and keeping tidy of the office before day begins.
· Responding to handle switchboard, taking messages and prompt delivery of same.
· Assist customers with the office work i.e., scanning, printing of documents, assisting in typing, inputting data and with other secretarial or administrative duties.
· Assisting with the physical moves of office equipments and also handle customer inquiries; accurately providing support that in turn meets up their requirements.
Technical Support Executive, Dell and Microsoft Vista Chat (Sutherland Global Services) 
Aug 2007 – Oct 2008, Chennai
Responsibilities
· Support given either through phone, email and through integrated chat support.

· Perform diagnostics and trouble shoot system related hard ware/ software queries and also handle the help desk tickets.
· Required to achieve targets within the stipulated dead line.
Senior Customer Service Executive (Crab Innovations) 
Dec 2008 – Sep 2012, Chennai
Responsibilities

· Provided telephone marketing to provide company’s commitment.
· Promote different campaign through various flyers and outdoor marketing.
· Required to achieve positive feedbacks from clients and in turn to become future prospects. 
· Analysis report sent on a day to day basis.
IT Marketing Executive (Polaris Financial Technology) 
Nov, 2012 – Sep, 2014, Chennai 

Responsibilities
· Perform data ratification on major global banks and Insurance firms.
· Close accounts on a day to day basis, collect payments, and send reports.
· Responsible to send Daily Call Reports at the End of day and reply to prospect’s emails as well.
· Send statistics to managers and team leaders respectively.
QUALIFICATIONS
ACADEMIC
· B.sc (Business administration emphasis in Tourism Management) – Skyline College, Sharjah
· Dissertation completion on the “Impact of Tourism in Slovakia.” 

TECHNICS 
· MS Office suite 2001/2010, May, 2001 
· Basic Arabic language, June, 2006 
· Corporate training on E – email etiquette’s; Oct, 2010 
VOCATIONAL
· Basic Airfares and Ticketing.

· Basic Air cargo.

· Travel agency tours and operations.

· Basic airport services.

· Mechanized Reservation Systems (GALILEO) 
PERSONAL INFORMATION
DOB


:  28th Nov, 1977
Salary


:  Negotiable

Visa


:  Valid 
Driver’s license
:  Valid UAE Driving License
Availability

:  Immediate

Languages known
:  English, Tamil

PERSONAL SKILLS 
· Ability to learn new tasks within the given period of time
· Possess a conscientious attitude to meet deadlines

· Typing command of about 40+ wpm cum accuracy of 90%
HOBBIES AND INTERESTS:

· Socializing, inter personal skills and entrepreneurship skills are my hallmark.
· I love traveling places, listening to music, reading various articles, magazines, and journals on diverse topics, and browsing informative World Wide Web pages.

· I am interested in playing Badminton, Table Tennis & Cricket. 

· I love Gardening, to participate in organizing stage shows and also keen in doing community services.
