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OBJECTIVE
To contribute and grow with an organization committed towards innovative objectives utilizing best of my IT skills, analytical abilities and work experiences.
PERSONAL DOSSIER
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	Date of birth
	:
	16th October 1988

	Gender
	:
	Male

	Nationality
	:
	Indian

	Marital status
	:
	Single

	Languages known
	:
	English, Malayalam & Tamil

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	ACADEMIC PROFILE
	
	

	
	
	


· BSc Electronics from University Of Kerala (2007-10). 

· XIIth from Board of Higher Secondary Examination, Kerala (2004-06). 

· Xth from Board of Public Examinations, Kerala (2003-04). 

CERTIFICATIONS & OTHER COURSES COMPLETED

· MCITP course completed from logic software solutions Kottayam ( 2013 June ) 

· CCNA course completed from logic software solutions Kottayam ( 2013 June ) 

JOB PROFILE


	Role
	:
	Office Coordinator

	Period
	:
	Jan 2012 – Jan 2015


Job Responsibilities:
· Providing service management support for servicing Canon digital Cameras. 

· Managing the team effectively to ensure achievement of target and performance. 

· Responsible for controlling all service related activities for Canon cameras. 

· Getting order through buying and export spares, accessories for Canon cameras. 

· Proper execution of spare order and dispatch it on time. 

· Maintaining a tracking facility to enable documents to be updated easily. 

· Scanning in all relevant new documents. 

· Checking dispatch documents are accurate. 

· Responsible for maintaining hard copy information. 

· Ensuring all documents are up to date. 

· Kept service data base up to date and edited it when necessary. 

· Entered information from important documents with great accuracy. 

· Follow up for payment. 

· Maintain good relation with client. 

· Technical Support for customers. 

· Assisted the manager in recruiting diligent professionals, committed to high principles of service and performance. 

	Role
	:
	Customer Care Executive

	Period
	:
	Feb 2011 – Nov 2011


Job Responsibilities:
· Handled upset and escalated calls. 

· Maintained and updated outbound call reports. 

· Handled technical queries including complaints and feedbacks. 

· supervised incoming queries on a daily basis and prepare reports. 

· Provided customer service and account management support services for Samsung. 

· Attending escalation calls apart from taking normal calls. 

· Attaining daily, weekly and monthly targets specified by the process. 

· Providing the feedback to the process manager at the end of the day. 

	Role
	:
	Computer Hardware Service Engineer

	Period
	:
	April 2010 – Feb 2011


Job Responsibilities:
· Computer hardware installations and OS installations 

· Primary level networking and Trouble shooting 

· Installing and configuring printers 

· Handling and solving customer’s technical problems 

Technical Skills

· Installing and configuring printers 

· Computer hardware installations and OS installations 

System Skills:
•Client Operating systems:- Windows XP,Vista and windows 7&8. •Computer Applications: MS Office suits.
STRENGTHS

· Strong IT, database and communication skills 

· Excellent interpersonal skills and a professional telephone manner. 

· Proven decision making skills. 

· Fast learner, Quick adaptability to changing work environments. 

· Ability and willingness to acquire knowledge about newer technologies. 

· Confident and Hardworking with an ability to take up challenges. 

DECLARATION

I hereby declare that all the information mentioned above is true to the best of my knowledge.
