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SUMMARY

· Overall 3 years of professional experience.
· Hands on experience as a Business Support Executive & Customer Relation Officer / Admin.
· Expert IT skills - MS Word, Advanced MS Excel & outlook.
· Ability to work independently and as part of a team.
WORK EXPERIENCE




                                                                         May 2013 – March 2015
Business Support Executive
· Maintain data on UNIX platform servers (Production servers and Developing servers).

· Ensuring customer specific online data are completed as per check list and uploaded as per deadlines.

· Maintaining backup of the customer specific online data.

· Logging reports on closed data and pending data on daily basis.

· Testing batches on daily basis.

· Prepare reports on errors and notify developer on the same.

· Providing online services to all the servers within the SLA which is mentioned by the customer.
V4 MEDIA  










Customer Relation Officer / Admin                                                                April 2009 – May 2010
· Maintaining database of potential customers.

· Interact with the marketing department to publicize the company’s services and events.
· Recommended potential products & services to customer and try to up sell other sources of the company.

· Educated customers on new product/ service offering. 

· Cold calling and fixing appointments.

· Logging and updating new and old customer details in the system. 
Administration Assistant                                                                                        April 2008 - 2009

· Answering the telephone calls and logging relevant information in the database

· Ensuring office supplies are available such as paper, stationery and transport.

· Liaising with the suppliers 

· Documentation control, arranging the documents such as invoices, LPO and Contractor under customer or supplier specific folders.
· Making appointments for line managers and following up on matters related to their departments if required.
EDUCATIONAL QUALIFICATION

	ANNA University Tamil Nadu(INDIA) 
	2010 – 2012


Master of Business Administration – Human Resource Management & Marketing

	KARNATAK University (INDIA)
	2005 – 2008


Bachelor of Commerce

COMPUTER SKILLS

· Proficient in Microsoft office 
· Certified in Advance Excel User (Aptech Communication Mangalore).
EXTRA-CURRICULAR ACTIVITIES AND ACHIEVEMENTS

· Represented Karnataka in Penang Chief minister cup 2014 Malaysia and won 3rd place. 

· ALL INDIA- INTER-UNIVERSITY BASKETBALL CHAMPIONSHIP held at Kanpur 2013. 

· Represented Karnataka in senior national basketball championship held at Delhi 2014.    

PERSONAL INFORMATION
Nationality

Date of birth

Gender

Marital Status

Language Proficiency

Indian

13th June 1986
Male
Single
English, Hindi & Kannada 

