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Profile:
A persuasive, energetic, positive-thinking individual possessing Administration,sales & operations backgrounds with Strong inter personal skills, Experienced in working with a team and equally comfortable working alone. Resourceful with the ability to assess all issues to adequately protect clients and completes projects producing professional results while adhering to rigid deadlines. Listen to determine needs of clients before offering a solution. Fully computer literate and a quick learner on new programs.
Objective:
A successful career in HR / Operations / Marketing functions in a growth oriented organization where I can implement my knowledge and prove my skills to positively benefit my employer along with my personal development.
Areas of Interest:
Human Resources, Operations, Administration, Procurement and Marketing
Detailed Professional Experiance:
CADD CENTRE TRAINING SERVICES:
CADD Centre training services offer an end to end solution to CAD users, specialised in Computer Aided Design (CAD), Computer Aided Engineering (CAE) and Computer Aided Manufacturing (CAM).
Business Manager: May 2013 – August 2014
Activities and Main responsibilities:

· Dealt with customer enquiries on the telephone and resolved any complaints quickly and efficiently by consulting the management.  
· nalize the performance of the sales team. 
· Meeting with customers and resolving any problems or complaints  
· Ensuring there’s a high level of customer service 
  Keeps  track  of  current  trends,  practices  and  development  in  the  profession  and  make
· recommendations for implementation.  
· Prepare business correspondence that deals with employee such as to colleges, banks and government agencies as well.  
· Office administration and coordination with all staffs. 

HDFC STANDARD LIFE LTD:
HDFC Life is one of the leading life insurance companies in India offering a range of individual and group insurance solutions that meet various customer needs such as Protection, Pension, Savings & Investment and Health, along with Children’s & Women’s Plan.
Sales Development Manager: August 2012 – April 2013
Activities and Main responsibilities:
· Researching the latest products and regulations. 
· Recruiting financial consultants and develop a team. 
· Meeting with financial consultants and customers to resolve any problems or complaints 
· Ensuring there’s a high level of customer service. 
· Accurately and confidently responds to routine inquires/information from external and internal clients 
by providing   first-line assistance; responds in a timely and accurate manner to questions from clients;
· Resolve problems and completes requests surrounding contracts to ensure client satisfaction; 
· Assist team with developing, updating and maintaining departmental guideline, references and tools; 
· Escalate client issues to senior management as needed; 
· Keeps track of current trends, practices and development in the profession and make recommendations for implementation; 
Educational Qualification:
Master of Business Administration (MBA) 2012
	Percentage
	:
	71 %

	Institution
	:
	RVSInstitute of Management,Coimbatore,India

	University
	:
	Anna University, Chennai, India.

	Specialization
	:
	Human resource and Marketing


Bachelor of Computer science (BSc Electronics and Communication) 2010
Percentage
: 55%
Institution
: Nehru Arts & Science College, Coimbatore
University
: Bharathiar University.
Achievements:
· Client and Customer appreciations as part of service excellency and timely responses  
Professional Attributes:
  Excellent Standards in hygiene and physical presentation. 
· Fluency in communication.  
· Hardworking and willingness to embrace new styles and learn more.  
Strengths:
Adaptability, Results oriented, Team Spirited, Quick Learner, Meticulous & thorough and Team player
Computer skills: Windows 07, Windows 08
Microsoft office Package: Microsoft word, Excel, PowerPoint, Microsoft Outlook Internet and Email
Languages:
Excellent command of English, Malayalam and Tamil
	Personal details:
	
	

	Date of Birth
	:
	11th September 1989

	Sex
	:
	Male

	Marital Status
	:
	Unmarried

	Nationality
	:
	Indian


DECLARATION:
I hereby declare that the above given entries are true to the extent of my knowledge and belief. If I were given a chance, I will work sincerely to the entire satisfaction of the superiors and do my best to the organization.
