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CAREER OBJECTIVE
To secure a challenging position in an organization where I can effectively contribute my professional skills to build a long term career with opportunities for career growth. 

PROFESSIONAL QUALIFICATION
· Three year Computer Engineering Diploma from State board of technical education, Kerala, India 1999-2002

· IATA/UFTAA Foundation Course, Montreal Canada – 2007-2008
JOB SUMMARY

August 2012 to November 2014, 
LOGISTICS – Experience in Sales Order Processing, Import and Export documentation, Inventory Control, Inbound and Outbound management.

· Interacting with sales for timely orders.

· Maintaining and developing relationships with existing customers in person via telephone calls & emails.

· Responding to incoming email & phone enquiries.

· Advising the customers on forthcoming product developments and discussing special promotions.

· Processing the sales orders, planning the shipments, Invoicing, Making customs documents and coordinating it with logistics team.

· Follow up the shipments and updating the customers accordingly.

· Follow up and update the Back orders.

· Provided timely, accurate, competitive pricing on all completed prospect applications submitted for pricing and approval, while striving to maintain maximum profit margin.

· Maintained accurate records of all pricings, sales and activity reports.
· Handling the return stocks in the warehouse and allocating it to the main store.
August 2010 to July 2012, MOHD AL RAIS Facilities Management Services LLC, Dubai as Administration Office Assistant.

· Ensures proper document classification, sorting, filing and proper archiving.
· New visa processing.

· Offer letter and other HR related letter drafting.

· Employee wise File keeping.

· Labour card and Visa renewal process.

· Workmen’s compensation process for new employees and renewal of current employees.

· WPS registration of new employees.

· Annual Leave schedule preparation.

· Yearly salary increment preparation.

· Visa Cancellation process.

· Performs file backup to ensure proper storage and archiving of electronic register.

September 2008 TO March 2009 TRAVEL EXPRESS, Kerala as Ticketing and Reservation staff
· Worked as enquiry cum ticket booking executive.

· Attending inbound and outbound calls.

· Day to day administration.
December 2002 TO November 2003 GOVERNMENT POLYTECHNIC, Kerala as Computer Instructor
· Worked as computer instructor.

· Taught programming languages Basic C, C++ and Foxpro.

· Did invigilation during examinations.

ACADEMIC SUMMARY

	Sl.No.
	    Qualifications
	               Institute
	  Month-Year
	 Percentage

	1
	IATA/UFTAA FOUNDATION COURSE DIPLOMA
	MONTREAL ,CANADA
	2007-2008
	      80

	2
	3 YEAR COMPUTER ENGINEERING DIPLOMA
	STATE BOARD OF TECHNICAL EDUCATION ,KERALA ,INDIA
	1999-2002
	      75

	3
	PRE-DEGREE
	KERALA UNIVERSITY ,INDIA 
	1997-1999
	      51

	4
	S.S.L.C
	GOVT OF KERALA ,INDIA
	1996-1997
	      82


SOFTWARE PROFICIENCY

· SAP R3 – 4.7V
· Excellent Knowledge of MS Word, Excel and Power point, Outlook Express.
· Computer Reservation System –GALILEO (International)

· C ,C++, FOXPRO,PHOTOSHOP

PERSONAL ATTRIBUTES

· Analytical and logical problem solving ability
· Willing to learn and apply my knowledge to practical situations
· Having good communication and interpersonal skills

· Ability to adapt any kind of environment 
· Able to work in high pressure situation in a deadline driven environment

· Have strong leadership skill, work ethic and able to handle multi tasks

· Have positive attitude and a friendly personality

· Hard worker and Optimistic

PERSONAL PROFILE

Marital Status                     
:    Married

Date of Birth


:    31/05/1982

Nationality                     
:    Indian
Linguistic Proficiency   
:    English, Hindi, Tamil and Malayalam.

Visa status


:    Husband’s sponsorship

Other Interest                    :    Reading Books, Listening to music

 DECLARATION

I do hereby declare that the information furnished above is true to the best of my knowledge.
