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Career Objective 
Profile 

· A Graduate in commerce
· 3 years of experience as Office Admin, service Engineering, sales executive in. AQUA FIRESYSTEMS
· Managing the Purchase stock  
· 1 years of experience as Customer care executive at FIRST SOURCE   LIMITED
Office coordinator - Assisting and sales - marketing
· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information, Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.
· Maintains equipment by completing preventive maintenance; troubleshooting failures; calling for repairs; monitoring equipment operation; monitoring and purchasing meter fund

· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status.

· Updates job knowledge by participating in educational opportunities
· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishment
Educational Qualification:

· Accomplished a Bachelor of Commerce degree with specialization as Computer Application & Mathematics from University of CMJ in the year 2012
Professional Experience:

· Office  Admin - Managing the Purchase stock 

· Office Document controller 
· Sales Executive in Computer Hardware’s & Accessories

· Customer service representative BPO  SECTOR

· Service engineering on computer service

· Event management coordinator 
Key Skills in Customer Care Services:

· Strong Interpersonal communication skills.

· Problem analysis and problem solving.

· Organizational skills and customer service orientation.

· Initiator.
Customer Care Executive in First Source Limited – (Vodafone Telecommunication)

Post: Customer Care Executive

Organization: First Source Limited
Duration: 1 year

· Excellent skill in Customer service 

· Responded promptly and answered/resolved customer inquiries and complains. 

· Communicated directly with customers by phone, electronically or face to face. 

· Provided technical support to customers using maintenance procedure based on the company products. 

· Investigated and resolved service issues and/or products’ problems. 

· Managed administration: forwarded requests and unresolved issues to the designated resource by communicating and coordinating with internal departments. 

· Wrote and kept accurate records of discussions or correspondence with customers. 

· Produced written information for customers and followed up on customer interactions
Sales Executive in Computer Hardware’s & Accessories 
Post: Sales Executive in Computer Hardware’s & Accessories’

Organization: Sysmantech
Duration: 3 years

· Listening to customer requirements and presenting appropriately to make a sale;

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

· Cold calling to arrange meetings with potential customers to prospect for new business;

· Representing the organization at trade exhibitions, events and demonstrations..

· Liaising with suppliers to check the progress of existing orders;

· Checking quantities of goods on display and in stock;

· Gaining a clear understanding of customers' businesses and requirements
Event management coordinator (HP , TOSHIBHA , DELL , LENOVO)
· Plan and organize event timeline to meet all deadlines
Create, send and track invitations.
Prepare event site, layout, and signage
· As an effective communicator, I am comfortable with communicating ideas at all levels during an event planning process. My ability to build relationships with self and between other teams in well honed and assists me in managing deadlines effectively
Software Experience
Microsoft office products, Photoshop, Dreamweaver, Lotus notes….
Personal Profile:

Sex



: Male 

Marital Status


: Single 

Date of Birth


: 14 - 07 – 1989
Birthplace


: INDIA

 Home Town


: Kochi, Kerala

Nationality


: Indian

Hobbies



: Painting, Cricket
Areas of Interest


: Office assistant, sales and marketing 
Preferred Place of Work

: UAE

Languages Known

: English, Hindi,tamil and Malayalam

Visa Status


: Visit VISA
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