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CAREER OBJECTIVE
A Post Graduate in MBA (Human Resource-HR) and Graduate B-Tec with 1 years of experience of MANAGER specially in Office Administration, Training, staffing and Headhunting. Seeking a challenging job to deliver best of my skills and make best use of my efforts in gaining experience.
WORK EXPERIENCE

BIGLEAP SOLUTIONS PVT LTD.,CALICUT
Working with Bigleap Solutions Pvt. Ltd tie up partner of KELTRON(KERALA STATE ELECTRONICS DEVELOPMENT CORPORATION)as ADMIN
MANAGER in Keltron Knowledge Center -Calicut since OCT 1st 2013 to NOV
30th  2014.
· Handling Customer Queries and Complaints. 
· Planning and Coordination of branch wise promotional activities. 
· Conducting Presentations about various services and offers provided by the branch. 
· Overall Supervision of Staff Productivity and IT Training. 
· IT Training Co-ordination 
· Staff Selection & Maintains for branch. 
· Conducts performance and disciplinary discussions in Technical Head of IT Training, Development & Services absence. 
· Communicates ideas to all for broader areas of improvement. 
· Communicates clear, concise and accurate information to Trainer, Technical Head & Marketing Head. 
· Inspecting dealer stock defective at dealers warehouse and sending detailed report to higher authorities 
· Formalities and procedures to be fulfilled. 
· Documentation and paper works 
· Taking feedback from service center if the calls are closed or pending. 
· Tracking of pending calls and informing to ASM (Area Service Manager) and BSM (Branch Service Manager). 
· Maintaining a call register for Demo & complaints. 
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TECHNICAL SKILL
· Computer – O.S, Software & Hardware Knowledge 
· Knowledge of MS Word , Ms Power Point , Ms Excel. 
· E-Mailing tools-MS Outlook, Windows Outlook, Yahoo and Google 
· From basic Web Designing Based HTML,CSS,JAVA SCRIPT to Software Development 
· CCTV Installation & Services 
· CCNA & RHCE Certified from ACCEL IT Academy 
PROFILE

Excellent inter personal communicationalskills.

Comprehensive problem solving abilities.
Willingness to learn and work hard, management, team facilitator and leadership traits.Ability to adapt changes.
PERSONAL PROFILE

	Date of birth
	:
	23/09/1989

	Nationality
	:
	Indian

	Sex
	:
	Male

	Marital Status
	:
	Single

	Religion
	:
	Christian

	Languages Known
	:
	English, Hindi, Malayalam and Kannada

	Strength
	:
	Enthusiastic, Hardworking and Dedicated

	
	
	


DECLARATION:
I hereby declare that the above furnished information is true to the best of my knowledge and belief. I am confident that, with my excellent analytical skills and entrepreneurial drive, I would be able to contribute significantly.
