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DUBAI,UAE


Career Objective
Seeking a challenging position with a company that needs a self motivated individual, hard working and with strong interpersonal skills with an opportunity for professional growth based upon performance. If I have given the position, I would have ensure that the task assigned will be handled with satisfaction for the benefit of the company. 
Skill Set
· Self Starter.

· Hard Working

· Ability to work under pressure

· Object oriented & Honest

· Compatibility with people.
· Customer Service.

· Good Interpersonal Skills.

· Organizing and coordinating skills.

· Readiness to learn.

· Ability to work in teams.

· Friendly, dedicated and pleasing personality
Work Experiences
Company               :
Reputed firm, Kuwait
Designation          :
Procurement Co Ordinator

(Procurement/ Purchase & Sales )
Duration
     :
February 2013 to January 2014
Responsibilities 
· To ensure that materials are procured to meet the project schedules and requirements.
· Procurement of materials on time to suit the project needs.
· Preparing Quotations.
· Regular follow up with suppliers, dealers to ensure timely execution of works.
· Arrangement of required documentation from suppliers as per contract specifications. 
· Coordination with department head for completion of documentation for proper processing of invoices.
· Maintaining Supplier and customer list.
· Updating the daily wise enquiries and following up in a proper track.
· Preparing report to the Management.
· Co Ordinating with sales department for the follow up of enquiries

Company               :
Reputed Firm, Kuwait
Designation          :
Customer Service Co Ordinator 
Duration
     :
From 2011 to 2012
Responsibilities.

· Co Ordinating with the customer queries and handling effectively to satisfy their requirements.

· Co Ordinating with the follow up for the payment and submitting report on month end.
· Co Ordinating with the customers for the renewal of warranty and make ensure the customers about the advantage of renewals.
· Co Ordinating with the technical department for the filter changes according to month wise and updating in the data base.
· Co Ordinating with the technical department for the proper follow up of customer issues. 

· Co Ordinating and organising the daily schedules with the technical departments and maintaing a proper track over it.
· Co Ordinating with the sales team for the proper record of sales contract and submitting to accounts department.
· Maintaing the customer file to have a record for follow up.

· Preparing the quotations & Invoices.
Company               :
Reputed Firm, Dubai, UAE
Designation          :
Receptionist Cum Secretary 

Duration
     :
October 2006 – December 2010
Responsibilities.

· Primary duties of Front office Controlling and Administration of the Organization.
· Correspondence and Communication with all levels of Business Sectors. (Telephone, Enquiry, Quotations, Fax, Mail and etc)
· Keeping of all the Papers and Files in the Organization as per the Quality Management System
· Handling multiple calls
· Preparing Quotations.
· Entering monthly overtime wages for the production staffs

· Updating all the incoming faxes.

· Coordinating with all department heads for smooth functioning of routine matters.
· Handling  petty cash
·  Secretarial Tasks
· Taking care of purchase request from the planning department and preparing the Local Purchase Order accordingly.

· Updating all the suppliers local purchase orders according to job wise.

· Following up with the debtors and reporting to the accounts department about the payment status.
· Entering the cheque details issued.

· Coordinating with the Design/ Estimation department for the follow up of quotations and providing the details to the concern person.
· Co Ordinating and arranging to collect all the tender documents based on enquiry and follow up with the estimation department to provide the quotations before deadline.

· Maintaing the Work Orders of the Customers and follow up with the concern project coordinators to meet the dead lines and for the finalization of invoices.

· Arranging to collect the orginal work orders.

· Updating and maintaining all the passports according to visa status.
· Co Ordinating with all the projects according to queries and requirements.
· Travel arrangements and hotel bookings.
Company               :
Chemmanur Academy, Kerala, India

Designation          :
Administration Asst Cum Counsellor 

Duration
     :
April 2005 – October 2006
Responsibilities 
· Front Office Management and administration.

· Co-ordinating with all department heads for smooth functioning of routine matters and special events in addition to secretarial tasks.
· Making travel arrangements and full secretarial duties such as filing, drafting letters, co ordinating with clients.
· Handling and redirecting mail and correspondence.

· Maintaining Petty Cash accounts.
· Counseling the candidates to enroll for various courses along with suggesting better options for career development.

· Ensure all the documents of the candidates in order before dispatching.
Academic Qualifications
	Sl. No
	Dates Attended
	Course
	Board/ University

	1
	June 2001 – March 2004
	B. A
	University of Kerala

	2
	April 1999 – March 2001
	Pre degree
	University of Kerala

	3
	April 1999
	Class X
	Board of Kerala.


Additional Qualification
Executive MBA Programme with specialization in Human Resource Management from National Centre for Labour and Learning.(January 2009-December 2009)
COMPUTER PROFICIENCY
M.S.Office,Internet,Oracle & Fortune
Personal Details
Nationality

 : Indian.

State of Domicile
 : Kerala.

Date of Birth

 : 6th November 1983
Marital  Status
 
 : Married
Visa Status

 : Visit Visa
Languages Known     : English, Hindi & Malayalam 
Hobbies
              : Driving, Listening to music.

References

References will be made available on request. 
