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B.Tech in Electronics & Communication Engineering
Dubai, UAE
Personal Profile
An Engineering Graduate in Electronics and Communication, currently residing in UAE on husband’s visa. Good knowledge in MS Office and proficient in AutoCAD 2D. Currently working as a Sales Co-ordinator in a well-known Interior Fitout Contractor in Sharjah. Got placed in international firms Emirates Airlines, TCS (Tata Consultancy Services), Accenture through Direct Recruitment during Under-graduate Program.
Date of Birth

 :  16 January 1990
Nationality

 :  Indian

Visa Validity

 :  December 2015

Work Permit

 :  Resident Visa in UAE (Husband Visa)
Languages Known
 :  English, Malayalam, Hindi and Arabic 
Key Skills 
· Better negotiation and executing skills
· Managerial ability
· Excellent communication and presentation skills

· Quick learner
· Open to ideas
Academic Profile
	Qualification
	Year of Passing
	Board/University
	Institution
	Grades Secured

	B.Tech (ECE)
	2011
	University of Kerala
	LBS Institute of Technology for Women, Trivandrum
	6.7

	Class 12th
	2007
	C.B.S.E
	Arya Central School, Pattom, Thiruvananthapuram
	8.8

	Class 10th
	2005
	C.B.S.E
	ARR Public School, Nettayam, Thiruvananthapuram
	8.9


Professional Experience
Total Experience of over 2 years in UAE in the field of Civil fit-out works, mainly performing duties of Engineer in charge of Sales and Works Co-ordinator. 
A. January 2014 to date (~ 1 year)

Company: 

Reputed Company, Sharjah, UAE

Designation: 

Sales Co-ordinator

Key Responsibilities
· Negotiating and managing external and internal procurement and contracting arrangements.

· Design, Quantify and Prepare Proposals for gypsum and fit-out jobs.
· Monitoring the performance of staff and holding appraisals.

· Monitoring contract budgets & forecasts.

· Overseeing and signing off the departmental invoices.
B. January 2013 to December 2013 (~ 1 year)

Company: 

Al Falak Contracting Co. LLC, Dubai, UAE


Designation: 

Document Controller/ Project Co-ordinator

Key Responsibilities
· Compiling, segregating and filing documents based on relevance.
· Reviewing contract documents, inspection requests, QA/QC files.
· Monitoring site progress data and reporting to Management.
Computer & IT Skills
A. MS Word, Excel, PowerPoint
B. AutoCAD 2D
C. MATLAB (Matrix Laboratory)
D. Microprocessor
E. Basic knowledge in programming languages C, C++, Java
F. Undergone training for CCNA, awaiting the certification test
Other Relevant Information
· Got placed in International Firms TCS (Tata Consultancy Services), Accenture & Emirates AirLines
· Winner of scholarships and proficiency awards at school and college Level.

· Active participant in co-curricular events at school and college level.
· An active volunteer of NSS (National Service Scheme) in college. 
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