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EDUCATIONAL QUALIFICATION

B.A Degree (ENGLISH)
TECHNICAL QUALIFICATION

CCNP (Cisco certified networking professional)

CCNA(Cisco certified networking associate)

Cisco ID:CSCO12874890 

DATE OF BIRTH
25/05/1984

NATIONALITY
INDIAN

RELIGION

CHRISTIAN

LANGUAGES KNOWN
English , Hindi , Malayalam & Tamil

MARITAL STATUS
Married

SPORTS
Playing football & cricket

PLACE OF BIRTH

Trivandrum

VISA STATUS

Visit visa
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CAREER OBJECTIVE:

To secure a promising career that provides opportunity to apply and enhance my current skills, acquire new skills, and thereby be an asset to the organization and achieve growth in career.
SKILLS:
· Highly motivated, flexible, quick learner, willing to learn new things and a good team player.
· Have excellent communication and interpersonal skills.
· Good Knowledge in Computer Application and Internet.
· Sincere and Self Disciplined.
PROFESSIONAL CERTIFICATIONS:
· Cisco Certified Network Professional (CCNP)

· Cisco Certified Network Associates (CCNA)

(Cisco ID:CSCO12874890)

NETWORKING SKILLS:
· Workgroup and Domain model network configuration

· Cisco Router and Switch Configuration

· VLAN , RSTP, MSTP ,PVSTP and Inter VLAN routing Configuration in Cisco switch

· VPN Configuration

· Trouble shooting and IP configuring

· Computer Assembling and Crimping the Cabling.

· Routing: OSPF, EIGRP, RIP and BGP, Policy Based Routing, Redistribution, Route Filtering, Route-map.

· Switching: VLAN, VTP, RSTP, MST, Inter VLAN Routing, Switching.
WORK EXPERIENCE:

Organization : Accenta Spoken English

Duration        : 2010 – 2013, 2014- 2015

Project           : Communicative English

Designation   : Office Assistant
ROLES & RESPONSIBILITIES:

· Creating and maintaining a filing system; locating documents for staff members; and filing documents in their corresponding location. 

· Responsible for responding to general assistance emails, attaching files to messages, answering letters and distributing correspondence to the appropriate office team members.

· Handle incoming mail, emails and outgoing messages. 

· Daily routine is data entry or some form of computer work. Whether they enter data into a spreadsheet, create templates or work in a database-management system
· Correcting spelling and grammar, and ensuring that letters and reports are accurate before sending them to clients and vendors.

· Greet customers as they arrive or answer telephones, tasks that require effective communication and customer service skills.

· Evaluating entry-level staff, training, planning work schedules and assigning duties.

· Prepare daily, weekly, monthly statistical reports as appropriate.

· Handling inbound and outbound calls in avery professional manner

· Rendering Technical Support to customers.

Organization : HindhujaGlobal Solutions

Duration : Aug 2006 to April 2009
Project : BharatiarAirtelTelecom Company

Designation : Customer Service and SalesExecutive
ROLES & RESPONSIBILITIES:

· Achieve target on time and satisfy the customer as well as the employer

· Answer inbound calls as well as assist customers who have specific inquiries

· Take full responsibility for the dealing with relevant customer complaints, queries and requests for information for the start to the end of the process.
· Prepare daily, weekly, monthly statistical reports as appropriate.
· Beating customers’ expectations
· Handling inbound and outbound calls in avery professional manner
· Enlighten customers on mobility process.

· Handle complicated problems and give resolutions.

· Technical trouble shooting on VAS Related Complaints.

· Retuning the Customers to the Own Process.

· To call the Customer for verification through mobile, office and reference numbers.

· To monitor the calls to enhance better quality.
Organization : Al Wasita Catering Company

Duration        : May 2013 to 2014

Project           : National Drilling Company
Designation   : Sr. Waiter

Organization : Emirates Flight Catering Company

Duration        : June 2009 to 2010

Project           : Own project

Designation   : Waiter In Duty Free Section

ROLES & RESPONSIBILITIES:

· Received and welcomed the guests with due attention; greeted them with a smile.

· Provided highest quality of service to the customers by making seating arrangements prior to their visit.
· Create new settings as per requirements and clear additional settings if not needed. 

· Presented the guests with menus and explained any special cuisines to be served.

· Ensure that requirements of all guests are met; including small children, disabled or food allergic guests.

· Ensured food quality before serving, presented it in the most appetizing way.

· Examine and maintain the entrance area, doors, windows in addition to menu covers and inserts 

· Assisted the customers by working out their queries and grievances.

· Coordinated with other staff to ensure the availability of best service for the guests.

REWARD AND RECOGNITION:
                      Best performer for the month of December 2006 in Hindhuja Global Solutions
COMPUTER SKILLS:
· Proficiency in Win 98, 2000, Windows XP.
· Experience in MS Office (Word, Excel, Power Point). 
· Excellent Typing Skills in English.
DECLARATION:
I do hereby declare that all the above mentioned statements are true to the best of my knowledge and belief.



