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CAREER OBJECTIVE 

To succeed in an environment of growth and excellence and earn a job which provides me satisfaction and self development and help me to achieve organizational goal.
CAREER ACHIEVEMENTS 

April 2013 – Till Present:  , Customer Support Engineer
Addressing customer inquiries, concerns and suggestions, support engineers focus on issues brought up by other departments within company, such as sales, and operations. Find solutions to problems with customers work through difficulties. Job duties include: 

· Filing reports regarding product problems 

· Managing and processing customer orders 

· Walking customers through solutions 

· Reviewing product change requests 

· Learning about product updates and new technologies 

Also report defects or offer suggestions for product improvement. Help make future technical support easier. Include taking action to resolve problems, troubleshooting, answering phones calls, and responding to e-mails. 
Feb. 2012 – Feb. 2013:  InfoTech, Mamangalam, Ernakulam, India

Front Office Executive
· Performs a variety of Internet research functions and uses word processing, spreadsheet and presentation software. Duties also include fielding telephone calls, filing and data entry. Assist with overflow work from administrative and executive assistants and fill in for the office receptionist as needed. Ensure correct hand-over procedure of day’s business with regard to cover and cashiering.
·  Greets customers of the department, or other personnel of the college, by phone, in person & through electronic media. Assesses customers' needs and explains services, processes, procedures and guidelines. Handles requests/transactions or directs the person or matter to the proper sources. Assists in resolving problems and ensuring satisfactory customer service.

· Processes forms or applications to ensure accuracy and completeness; computes or verifies data, fees or payments, enters data and forwards or files paperwork.

· Uses a personal computer and a variety of office software applications including word processing, email, and file management. Prepares documents in Word from scratch or using predefined templates and form letters. Creates or maintains files in Excel. 
· Operates other office equipment such as printers, copy machines, fax machines.

· Indirect assistance to academic functions and services. 
· Performs data gathering activities and prepare reports or summaries of information. Prepares or maintains reports or records and other statistical or quantitative data.

· Serve as receiver of mail or correspondence for the work unit or area. Opens or reviews correspondence and determines proper disposition.

· Responsibility for department supplies and inventories. Tracks status and orders, purchases, maintains or distributes as needed.
· Files documents and responsible for developing or modifying filing practices, including use of electronic rather than paper records.

· Schedule use of rooms and set up rooms and equipment for use.

· Assist in handling personnel or payroll functions, actions, forms and records.
Jan 2007 – Nov 2011: Royal Electricals, RCM Lane, Thrissur,India
Sales Executive 

· Making sure the shop floor runs smoothly  

· Meet the store's monthly targets and handle budgets 

· Deal with any enquiries and complaints and monitor customer service 

· Serving customers as needed 

· Put together the staff duty rotation and shifts 

· Check that the products sold are well displayed 

· Greeting customers who enter the shop.

· Involved in stock control and management.

· Assisting shoppers to find the goods and products they are looking for.

· Responsible for processing cash and card payments.

· Stocking shelves with merchandise.

· Reporting discrepancies and problems to the supervisor.

· Giving advice and guidance on product selection to customers.

· Balancing cash registers with receipts.

· Keeping the store tidy and clean, this includes hovering and mopping.

· Working within established guidelines, particularly with brands.

· Attaching price tags to merchandise on the shop floor.

· Keeping up to date with special promotions and putting up displays.

Jan 2002 – Jan 2005: Jothir Cables, Angamaly, India
Quality Control Apprentice
· Sampling procedures and designs and develops forms and instructions for recording, evaluating, and reporting quality and reliability data.
· Establishes program to evaluate accuracy of production equipment and testing, measurement, and analytical equipment and facilities.

· Develops and implements methods and procedures for disposition of discrepant material and devises methods to assess cost and responsibility.

· Directs workers engaged in measuring and testing product and tabulating data concerning materials, product, or process quality and reliability.

· Compiles and register documentation on quality control activities.

· Specialize in areas of quality control engineering, incoming material, process control, product evaluation, product reliability, inventory control, 
ACADEMIC ACHIEVEMENTS 

1998 – 2001 

· Diploma in Polymer Technology (Government Polytechnic Koratty)
1996 - 1998
· Pre-University degree – (Mahatma Gandhi University)
1996
· Secondary School Certificate – (Kerala)
KEY SKILLS
· Communication 

· Leading a team of production and ensuring work quality based on company standards at Cables, Angamaly
· Teamwork 

· Worked as part of the sales team to develop and implement a number of sales initiatives in promoting the business 
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