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CAREER OBJECTIVE
Skilled, qualified and professional administrator with proven track record of maintaining documents as per the established procedures and guidelines of the organization. Seeking for a challenging position as aDocument Control Administrator in a fast paced organization

Strengths

· Possess two years of progressive experience as an Admin Secretary and Document Controller
· Ability to perform tasks efficiently and effectively with clients and team
· Excellent written and verbal communication skills

· Handled the tasks of receiving and processing information
· Assigned the responsibilities of liaising with outside legal counsel

· Administered application processes and liaised with various patent offices

· Handled the tasks of conducting database research and report generation

· Responsible for maintaining filing systems as well as proper management 
· Maintained documents of the company in accordance with the procedures of established publication department

OVER ALL EXPERIENCE – 7 years 5 months ( UAE& India)
UAE EXPERIENCE – 2 years
1. Contracting & Steel Building Company (2008Jan.to 2010 April), UAE










Designation    : Document Controller / Admin Secretary
Duties & Responsibilities.
· Responsible for setting up document control files for engineers and suppliers

· Responsible for maintaining drawing information and reports in a database

· Handled the tasks of scanning hard copies to create electronic copies

· attending meetings, taking minutes and keeping notes
· managing and maintaining budgets, as well as invoicing
· liaising with staff in other departments and with external contacts
· ordering and maintaining stationery and equipment
OTHER EXPERIENCE – 5 years 5 months
1. HDFC LIFE(2013 Dec.to 2014 Nov), Mysore, India

Designations
:
Relationship Manager
Duties & Responsibilities.
· Acquisition of new Preferred customers

· Enhancement of the relationship by cross-selling products and services as per the profile &need of the customers

· Deepening the size of the relationship

· Retention of the customers by providing the best possible services and being the dedicated point of contact for these customers

2. AIRCEL INDIA PVT LTD  (2010 Jun.to 2013 Dec), Mysore, India
Designation
:  Territory Sales Manager, Preferred Sales Representative 
Duties & Responsibilities.
· Business Development & Expansion 

· Building Alliances & Partnerships 

· Sales Team Building & Leadership 

· Record sales and send copies to Zonal sales manager 

· Review my own sales performance on weekly basis
· Represent organization at trade exhibitions, events and demonstrations

· Updating retailer regarding new plans and offers on daily basis

3. Bharath BPO (2006 jan. to 2007 Dec)

Designation
:  Customer Support Representative, Quality Analyzer 

Duties & Responsibilities.
· Greet transfer and hold calls

· Build rapport, listen, clarify and manage conversational flow

· Manage upset customers, conflicts and challenging situations

· Deliver outstanding service, exceed expectations and build long-term loyalty

· To audit the number of calls given by the client on a daily basis

· Record feedback and to let the Customer service rep know about his/hers areas of improvements.

· Bring in necessary changes to the process and constant updating of call center core process
· LANGUAGES KNOWN

English, Kannada, Hindi, Urdu, Malayalam and Tamil
· EDUCATIONAL QUALIFICATION
BBA



: -
Sir C.V. Raman Univercity . Bangalore, India. (2010-2013)
XII (Arts)


: -
St Philomenas College, Karnataka, India (2004)
SSLC



: -
GHS,Kargal, Karnataka






Secondary Education Karnataka (1999)-India
· COMPUTER KNOWLEDGE
Microsoft Office

:Word, Excel , Access and Power point
Internet

: LAN & WAN, Internet surface
Certificate

: Diploma In Computer Application
Software Package
:Windows XP, 7, 8 and 8.1, Ms Office 7 & 10 
Additional Details 

1. Total year of Experience – 7 Years 5 months
2. Job role & industry –Document Controller, Administration, Management, (construction) Sales And marketing, Business Administration ( Banking and Telecom Industries )
3. Marital Status -  Married
4. Type of Visa –Visit
5. Duration of stay – 30 Days
6. Notice Period – Immediate
I hereby declare that all the information provided by me in this application is factual and correct 
to the best of my knowledge and belief.
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Passport Details:


Issue Place	: Bangalore


Visa Status       :  Visit








Personnel Details





Date of Birth	: 31st Aug 1983


Sex	: Male


Marital Status	: Married


Religion	: Islam








Bachelor in Business Administration -3 Year (CV Raman University Bangalore India 2013)





Valid Indian License




















