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CV No: 1386918 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

       Logistics           Administration        Customer Service         Stores   
OBJECTIVE To utilize my administrative capabilities in a growing Organization, giving scope for use of analytical skills and tact offering performance linked growth. 
PROFILE
Holding around 14 Years experience with core focus being  Administration, Inventory Management, Logistics and Co-ordination. 
PROFESSIONAL EXPERIENCE :
	From Feb ’08 Till Date

Bajaj Alliance, Chennai , India

	Working as Insurance advisor

Customer Service  :  Meeting Clients , Valuation of Vehicles , Processing Documentations , Arranging Insurance.

Co-ordinating with the Principals for timely issue of policies and redressal of claims. 

	 Jul ’05 –  Dec ’07
A C  NEILSON Market Research,

Chennai , India
	Team Leader

· Handling of Market Research Surveys for clients of the company through field assistants.

· Key result areas include Planning of coverage, identification of targeted segments to be handled by the field assistants.

· Compilation and checking of integrity of the information collected by the field assistants.

· Handling of field expense reimbursements for the field assistants.

· Provision of feed back to the management through reports to help in deciding sample sizes and composition for Market research.



	Apr ’03 – June ’05
Falcon Tyres Limited, Salem Branch , India
	Stores In-charge 
· Stores Handling :

· Receiving incoming shipments, verify and inspect for conformity to  appropriate purchase orders. 
· Arrange the goods in their designated place and always maintain cleanliness in Warehouse

· Handling customer complaints about damage / non moving   wrong ordered items and replace / return the goods to our warehouse with approval from superiors 

· Monthly Audit of stores Inventory

· Keeping Track of Stock & Maintain the Re-order Level

· Monthly Average consumption Report
· Re-order Qty & Storage Capacity Report.

· Supporting the field sales team.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.



	Sep ’01–Mar ’03

Sundaram Industries Limited, Chennai , India
	Marketing Executive

· Creating awareness of TVS Retread and its superiority among customers in passenger car segment in Chennai.

· Planning and execution of market campaigns as a means of achieving the above.

· Handling of customer complaints and ensuring customer satisfaction.

· Generating and retaining institutional and fleet customers, through effective interface with customers achieved by prompt service and handling of related issues.

· Liaising with travel agencies handling cabs / tourist taxis for obtaining higher business volume.

· Handled a personal target of INR 2.5 lacs to be achieved through a minimum of 300 retreads every month.

	Oct ’97 – Aug ’01

Sundaram Industries Limited, Chennai , India
	Audit Assistant
· Visited branches across the country for routine and surprise audit checks.

· Handled Audit related activities viz., Monthly MIS on out-standings, Payment follow-up etc.

· Investigation of chronic out-standings by visiting the branch and the customers and reporting to Management with proposals for action.

· Got transferred to sales department on my showing consistency in collections and abilities in skillful customer - interaction.



EDUCATION:
     

Bachelor Of Commerce ( B.Com ) -  1993 – 1996




Bharathidasan University – India 
TECHNICAL SKILLS :


Ms-Office 
PERSONAL DETAILS :
Date of Birth

:
16/03/1972
Marital Status

:
Single

Nationality 

:
Indian

Visa Status

:
Visit
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