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RAHUL                                                  
Sharjah, U.A.E

Email: rahul.379779@2freemail.com 
CAREER OBJECTIVE:
        Seek any suitable job/position with challenging environment where I can contribute my knowledge and ability for the progress of the company and to become a professional and to achieve higher status in life & society.
EDUCATIONAL BACKGROUND:
Bachelor of Business Administration - 3 years

Mahatma Gandhi University

Kottayam, Kerala (2016 Pass out)

WORK EXPERIENCE:
VFS Global Services Pvt Ltd, Cochin India   
(May 2016 to June 2017)





Operations Officer 
Duties and Responsibilities:

· Manage all day to day  activities (administrative and functional) conducted at the Visa Application Centre which involves:

· Document scrutiny & verification for visa processing

· Handling bank related transactions if assigned

· Maintaining & recording all application data in a timely and accurate manner

· Ensuring all administration & logistics of passport delivery to consulate / applicant  etc.
· Providing timely information to the customer regarding their Visa 
· Customer Orientation

· Good team player
· Self-Motivated and Self-Directed
· Time Management
· Call center handling.

· Provide assistance to Team manager in Report making and admin records.
KEY SKILLS:

· Team Coordination, Time Management, Adaptability, Good Inter personal and         Communication skills [verbal and written] and Analytical skills.
· Self Motivated, quick learner and highly organize/flexible.
TECHNICAL SKILLS:
Platforms- Windows  XP7, Windows 8
Proficient in Microsoft Office (MS word, MS Excel, Power point) and Internet access
PERSONAL INFORMATION:
Date of Birth:

November 17,1995
Place of Birth:

Cochin City, Kerala, India
Gender:

           Male
Nationality:

           Indian
Languages:                         English, Malayalam ,Tamil
