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SINJO 
E-mail:   sinjo.381069@2freemail.com    


“A highly motivated and passionate customer oriented professional with handsome experience in Office Administration and Management. Demonstrated abilities in leadership, management, communication related activities and able to build strong, sustainable relationships with internal and external individuals belongs to versatile nationalities around globe. Cope well with working under pressure and used to multitasking when it matters. Maintain highest ethical standards and integrity” 

CORE KNOWLEDGE AND SKILL REGION
	· Supervising and Managing the Teams
· Customer Relationship management processes 

· Coordinating Customer grievance section

· Communication, Presentation & Training
	· Qualitative and Quantitative analysis skills

· Primary & Secondary Research abilities

· Competitor Analysis & Business Analysis


EMPLOYMENT HISTORY
Admin Officer- VOSTEK Ltd, United Kingdom. June 2010-April 2017
· Coordinating office activities and operations to secure efficiency and compliance to company policies.

· Supervising administrative staff and dividing responsibilities to ensure performance.
· Works closely with clients to identify and maximize opportunities to use information and technology to improve business processes and customer service.

· Leading a team of highly motivated and professional sales/pre-sales group for managing business development and account management. Mentor and Monitor sales team to achieve increased productivity.

· Ad hoc/general administration duties and handle walk-in inquiries.

· Ability to prioritize the workload in an effective manner; work under pressure within a busy environment and meet tough deadlines.

· Manage agendas, travel arrangements, appointments etc. for the upper management.

· Manage phone calls and correspondence e-mail, letters, and packages etc.

· Support budgeting and bookkeeping procedures.

· Create and update records and databases with personnel, financial and other data.

· Submit timely reports and prepare presentations and proposals as assigned.

· Planning and coordinating administrative procedures and systems and devising ways to streamline processes.

Supervisor - Domestic and Finance activities - Jewish Care, UK. August 2009- May 2010(Part time) 
· Coordinating entire operations in the domestic section of a Jewish Based Care home including training and development of staffs.
· First point contact of the manager who is responsible for the finance related operations including purchasing and related things.
· Analysing the performance of employees and managing weekly rota for them as per the management directions. 
Customer Care Executive - Kingfisher Airlines, India. April 2007- April 2009
· Providing customer care assistance including ticketing, faring, luggage assistance and passenger pooling.
· Airport ramp and runway control operation assistance along with the ground handling managers.
· Providing training and able to supervising effectively to achieve organisational goals.
· Handling enquires of passengers over phone regarding all kind travel related queries.
EDUCATIONAL QUALIFICATION

	Year

	Qualification/Certification
	Modules Covered
	School/University

	2009-11
	Master of Business Administration (MBA)
  
	Marketing, Finance, International Business, Comparative management.

	University of Wales, TrinitySt.David,Unit-ed Kingdom

	2005-07
	Master of Tourism Administration(MTA)
	Forex Management, Business Policy & Strategic Management, Business statistics and qualitative Techniques, MIS, Tourism Finance.
	Bangalore University, India

	2002-05
	Bachelor of Business Administration(BBA)
	Financial & Management Accounting Business Mathematics and statistics, Business organisation, Business Economics, Business Data Processing.

	University of Madras, India


	2000-02
	Board of Higher Secondary Education, Government of Kerala, India 
	Mathematics, English, Science, Social Science
	Don Bosco HSS, Kerala, India

	
	
	
	


KEY HIGHLIGHTS

· Language Commands: Medium of study was English since higher secondary. Other fluent languages are Hindi, Malayalam and Tamil.

· Ability of multitasking and prioritising work: while working as financial analyst in investing industry. 
· Handling People Skills: in a busy airport in India handling a bulk employee groups in various working environment 

· Dedicated and Hard working nature: meeting deadlines by giving 100% in the job performed and working extra hours if needed. 

· Accuracy and clerical ability: While dealing the financial documents as financial analyst proved the efficiency of being a good record keeping personal.   

· Ability to work as a team: by uniting and leading a team of 20 domestic team mates successfully and behaving as a colleague to them as well as being a supervisor.
· Analytical, numerical and logical skills: by working as a financial analyst 
· Computer skills (Windows, Power point, MS Word, Ms Excel): Graduation degree was technical oriented and some presentations and other office works carried out while working as financial analyst. 
EXTRA CURRICULAR ACTIVITIES /CERTIFICATIONS
· A national cadet as a professional certificate holder in NSS (National Savings Schemes) under the patronage of government of India
· Achieved the coveted “A” grade for consistent display of Disciplined character and Management and leadership skills

Sports and Games
· Basket ball player in district level
· Part of School and College basket ball team.

· Individual Champion in Cluster level Athletic Meet

Logical and Analytical Skills

· Secured 80.39 percentile in Management Aptitude Test (MAT) 2007(One of the prestigious management entrance exams in India) with a percentile of 92.57 in mathematical skills and aptitude.
· Secured 81.18 percentile in Common Aptitude Test (CAT) 2007 (The most prestigious management entrance exam in India). ​​​
