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Sujani Mahinthan
E-mail
: sujisuja04@gmail.com
Visa Status
:  On Tourist Visa
Objective
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To pursue an outstanding career and be a part of progressive organization that gives propensity to enhance my knowledge and skills which can be better extended for organizational as well as personal intensification
Work Experience

	Bizycorp Ekwa Pvt Ltd ,Colombo
	March 2015 — August 2015

	(Work-From-Home Company)
	


Associate – Search Engine Optimization Services
Providing SEO optimization, Internet and Social Media marketing for clients.

Performed Link Building, Advertisement posting, Blog Creation, Social Media Bookmarking

Monitor search results and search performance across the major search channels.

Performing keyword research in coordination with client business objectives.

Preparing Anchor texts reports monthly SEO summary reports for each client.

Capital Recruitment International Pvt Ltd, Colombo
August 2011 — Dec 2014
Secretary cum Admin Officer
Performed general oﬃce duties and administrative tasks.

Provided telephone support and documentation work, prepared monthly, daily reports.

Scheduled client appointments and maintained up-to-date confidential client files

Communicating and handling incoming and outgoing correspondences.

Royal Bank of Scotland Business Services, Chennai
July 2008 — Sep 2009
Officer – Trade Guarantees Division
· Indexing and processing guarantee transactions for RBS Europe Branch offices. 
(Which requires Knowledge on International Trade and rules of International Chamber Of Commerce)
· Contact Local offices and other correspondent Banks for queries through Email, Phone and SWIFTS. 
· Adhering to business processes as per Service Level Agreements (SLAs) 
· Creating and monitoring Service Requests( SR), resolving  client queries on time 
· Maintaining and updating  documentation of policies and business processes 
· Delivering all the transactions as per the clients expectations and on the required time 
· Meeting regulatory and strategic compliance requirements. 
· Attended Classrooms & Online training of all Mandatory Compliance modules during the year whenever announced & communicated 
HCL Technologies BPO Services Pvt Ltd, Chennai
Nov 2005 — Dec 2007
Senior Technical Support Officer – Broadband Technical Help Desk
Worked for the Client  :
British Telecommunication Plc.  (BT)
· Providing technical troubleshooting for Modems/routers/ OS – Win XP, Vista for the BT customers over the phone. 

Configuring Internet connectivity, Emails and Wireless connections and Remote  Assistance
· Providing technical and product supports including procedural documentation. 
· Attending to specific customer issues and concerns and undertaking result-oriented steps for resolving them.  
· Ensuring prompt resolution of queries and grievances to maximize customer satisfaction levels 
Education

	Bachelor’s Degree
	:
	B.Sc., Chemistry

	Specialization
	:
	Chemistry

	Allied
	:
	Computer Science

	Medium
	:
	English

	University
	:
	Manonmaniam Sundaranar University, Tirunelveli, India

	Year of Passing
	:
	2005

	Results
	:
	1st Class (70%)


	Higher Secondary
	: State Intermediate Certificate

	Name of college
	:  S.V.G.Hr.Sec. School. Tuticorin, India

	Stream
	:  Maths, Physics & Chemistry& Biology

	Medium
	:
	English

	Year of Passing
	:
	2002

	Results
	:
	1st Class (73%)


	High School
	: State Board of Secondary Education

	Name of School
	:  S.V.G.Hr.Sec. School. Tuticorin, India

	Medium
	:
	English

	Stream
	:  Maths, Science & Social Science

	Year of Passing
	:
	2000

	Results
	:
	Distinction Pass (84%)


Additional Qualification

Completed Diploma in Airline Fares / Ticketing, Marketing, GDS , Tours , Airport Operations and Cargo Conducted by Mr. Deepal Perera, IATA, Colombo - 04
Computer skills

Conversant in MS Office packages, Internet and Email and able to work in a computerized environment
Personal Details

	Name
	: Sujani
	

	Spouse Name
	: M.Mahinthan
	

	Occupation
	: CAD Designer, DMCC , Dubai
	:

	Father Name
	: M.Sellamanickam
	

	Residential Address
	: Flat No:B16 2/2, Soysa Flats, Soysapura, Moratuwa, Srilanka

	Date of Birth
	: 04-04-1984.
	

	Civil Status
	: Married
	

	Religion
	: Christian
	


Non Related References

Mr. Sudharshan Mariyan
CAD Designer
SAMRA International Dubai
Mr.Soosairaj Glasion
Business Development Manager
Skybridge Freight Solutions
Dubai
Declaration

I hereby declare that the information furnished above is true to the best of my knowledge.
Date:
Place :
Sujani
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