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Objective

To work with dedication in a challenging and rewarding environment where my amiable skills and abilities can be best utilized in the customer service sector acquiring professional avenues and facilitating organizational growth.

Experience Summary
· Overall 10 years experience in Sales, Driving and Customer Support services. 

· Driver & Sales Representative: Sunshine Real Estates 11/2008 - Till Date 
· Merchandiser: Sinabro International Trading – 05/2006 to 11/2006
· Driver: Blue Diamond Rent a Car: 02/2004 to 02/2006
· Office & Admin Assistant: Hyundai Spare Parts – 06/2001 to 06/2002

· Supervisor House Keeping: Ramada Continental Hotels – 03/1998 to 06/2001   
Academics 
· Pre University Degree – Commerce and Accounts  (Calicut University) 

Skills Set
· Expertise in Driving with a good knowledge of routes and rules of Dubai.

· Well Experienced in Customer Support, Pre & Post leasing process in real estates.

· Well Experienced in Merchandizing process dealing with Hospitality Industry.

· Well Experienced in Supervision of daily jobs in hospital industry.
· Adaptability and dedication towards work.

· Good communicative, interpersonal and writing skills.
· Basic Computing knowledge in Browsing and MS Office. 
Work Experience 

Sunshine Real Estates - Driver & Leasing Coordinator   

     11/2008 - Till Date 
Role as Driver & Leasing Coordinator
· As an executive I am responsible for attending the phone calls / enquiries from the customers and acquiring data of their requirements of the property. 
· Arranging the property as per the client needs from landlords and other sources.
· Presenting the available properties to the clients as per their requirements.
· Handling the negotiations between the Client and Owners and finalizing the deals.
·  Finalizing the deals and preparing the documentations and closing the deals.
Sinabro International Trading – Merchandiser    


    05/2006 to 11/2006
Role as Merchandiser


· As an Merchandiser I am responsible for attending the enquiries from the vendors
· Taking the orders of the vendors on a daily bases as per their requirements.
· Coordinating with the company in procuring the orders received from the vendors as per their orders placed and delivering the orders to the vendors on time.
· Coordinate with the sales team and promoting the new offers and products to vendors and developing the business.
· Major contribution was as a promoter of the salient features of the items rather than the promoter of the sales to the company.
Blue Diamond Rent a Car – Driver




    02/2004 to 02/2006
Role as Driver
· As a driver I am responsible of providing driving services for customers on tours across and around Dubai.
· Providing best service to the customers and ensuring their satisfaction.
· Maintaining the cars in proper working condition as per following all safety measures and ensuring the client safety.
· Pick Up and Delivery of the cars of the company to the customers at their designated places as per the orders placed by the customers.
Hyundai Spare Parts – Office & Admin Assistant


    06/2001 to 06/2002
Role as Office & Admin Assistant
· Assisting the management teams of Admin and Office as per requirements.
· Delivering the confidential documents to the designated offices with high level safety and accuracy of time.
· Providing the driving service to company management staff for official meetings.  
· Planning and Procurement of office stationary and other requirements.

Ramada Continental Hotels – Supervisor House Keeping 

    03/1998 to 06/2001
Role as Supervisor House Keeping
· Supervising the team of 9 member house keeping team in providing the services to the customers.

· Assigning the duties to the team members as per the requirements of customers.

· Providing the quality and timely service to customers.

· Supervision of the works conducted by the team to maintain the quality and standards of the hotel.

· Coordinating and presenting daily reports of service to management.  

Personal Details
Date of Birth


: 
24/03/1975
Languages Known

: 
English, Hindi and Malayalam.

Marital Status


: 
Married

Visa Status


:
Employment Visa

UAE Driving License No
:
 (Light Vehicle)

Valid Until


:
25/11/2021

