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Objective:

To associate myself with an organization with which I can develop my skills and adopt myself in the accomplishment of organization’s objectives and goals.
Relevant Work History:


RMA-Coordinator at INTEX WAY GULF - Dubai, U.A.E, from January 2014 onwards…,
· To conduct product failure analysis for the products returned.
· To handle the day-to-day RMA Receiving activities.
· To meet internal and external Level Agreements on time.
· To maintain daily productivity / workflow reports.
· To maintain spare parts.
· To assist Customer with the service of RMA Authorization processing as needed.

· Process to ensure a high level of service to all the customers with the Customer Support RMA Team.

· To work closely with internal departments such as Operations, Customer Service / Technical Support& Quality.
· To maintain, review and update process documentation on a regular basis thereby creating new documents as required.
· To innovate and implement new processes as required.
Administrative Assistant at JAMS Fze - Hr Solutions - Jebel Ali, Dubai, U.A.E, from September 2011 to September 2013
· To provide information by answering questions and requests.
· To follow up the inquiries, quotations and orders.
· To check collections, purchase bills,issuing cheques and bank deposit
· To send and receive all official e-mails and follow-ups.
· To maintain Official Documents.
· To send Seasonal Greetings / Gifts to the Clients.
· To book the air tickets.
· To schedule and coordinate for internal meetings.
· To follow up the trading license & contract periods.
· Contacts Management and stationery requirements.
· Coordination and documentation of visas and passports.
· Calendar Management.
Administrative Assistant at ABT Maruti - Chennai, Tamil Nadu, S.India, from 
June 2010 to August 2011
· To handle all inquiries within my capacity.
· To route calls elsewhere as needed.
· To meet and greet customers.
· To organize and maintain files and records.
· To arrange meeting facilities.
· To maintain and distribute staff weekly schedules.
· To collect and maintain PC inventory.
· To create and modify documents using Microsoft Office.
Computer Proficiency:
· Windows Operating Systems (Windows XP, Windows Vista, Windows 7 & Windows 8).
· Microsoft Office (Word, Excel & Outlook).
· Internet Surfing.
Personal Details:
Gender


: Male 
Marital Status
            : Married

Date of Birth

: 26th May, 1986

Nationality

: Indian

Religion

: Islam


Languages Known
: English, Hindi & Tamil

Driving License
: Holding Valid UAE Driving License
Visa status      

: Employment Visa
Academic Record:





MBA (Marketing): AIM - Bharathidasan University, Trichy, Tamil -Nadu, India (2008 – 2010).





B.Sc., (HMCS): Bharath College Of Science & Management -  Bharathidasan University, Trichy, Tamil -Nadu, India (2004 - 2007). 





H.S.S.C:A.R.R Matriculation Hr.sec School -Kumbakonam, Tamil -Nadu, India (2002 - 2004).





S.S.L.C - Youth Welfare Matriculation School - Kumbakonam, Tamil -Nadu, India (2001 - 2002).








