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Curriculum-Vitae
Career Objective:
To secure a responsible and challenging position in an organization which gives me an environment & opportunity to give my best and also to grow with the organization.
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Dani 
Personal Details
Age & Sex:   42 years, Male

Date of Birth: 26th January 1976
Nationality:
Indian

Civil Status: Married

Languages Known:

English, Hindi,

Communication Address
Email Address:
Dani.381164@2freemail.com 



Career Progression – January 2016- till May 2018
Operations Manager-with Spell IT Services- Trivandrum Our company is dealing with BPO works from Norway-NLN (Norwegian Local Newspaper)
Core Responsibilities
Training the staff to be well off in doing web zoning and page editing Maintaining the office activities.
Assisting the Team Leader to achieve the target. Communication and Correspondence with the Client.
Career Progression April 2014– December 2015
Operations Manager-with Raj Law Consultancy- Trivandrum
Core Responsibilities
Managing the staff and the daily activities of the Office
Proof reading of the Agreements and Letters drafted.
Initial correspondence with clients.
Handling the client details and their files.
Communicating with the Legal Personnels.
Career Progression  July 2010- October 2013
Project Coordinator- with Econ Contracting L.L.C
Core Responsibilities:
· Filing Job Orders, Letter of correspondence to and from Dubai Electricity and Water Authority (DEWA), Dubai Municipality and RTA. Ability in handling outgoing and incoming mails has always been my main responsibility. I would bring this same skill to my current organization 
· Handle the tasks of controlling and monitoring documents and assure its compliance with the corporate methodology and procedures 
· Provide coordination and monitoring of resources to document service assistants and document controllers about Project Documentation Management activities 
· Responsible for preserving and maintaining confidentiality of document management activities 
  Filing Invoices of every site work.

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Experience Profile
· 4 Years in Operations 
· 4 Years of Customer Service. 
· Excellent written and verbal communication skills, with an eye for detail. 
· Extremely productive in a high volume, high stress, environment. 
· 5 years of Documentation 
Skills in Dubai UAE


Career Progression:   July ‘06 – Nov-19th’09;
Documentation Clerk with Al Reyami Electromechanical (Power Division)
Key Responsibilities:
· Filing Letter of correspondence to and from Dubai Electricity and Water Authority (DEWA), Dubai Municipality and RTA 
· Maintaining and preparing the sites daily, weekly and cumulative reports and sending them to the concerned authorities in DEWA. 
· Co-coordinating with Site Engineers and maintaining the daily status of the site work and updating cable laid details and intimating them to Dewa 
Concerned Authorities.
Once the work is finished and certified by Dewa those jobs will be invoiced so my work ends when the invoicing is done and submitted without any delay and errors.
October’01 to December ‘05
Manager (Software Development Wing) with V-biz Solutions, India
Key Responsibilities
· Handling Corporate Clients 
· Collecting Corporate Requirements 
· Screening Candidates for Corporates 
· Maintaining Daily Reports Updating Databases 
July 2000 - January 2001
Business Development Executive for Sprint Technologies ,  India
Key Responsibilities
· Handling Corporate Clients, Conducting Seminars 
· Group Discussions in Schools & Colleges 
· Maintaining Students Feedback 
· Conducting Seminars for Up gradation of Students 
· Conducting Van Drives in Colleges 
July’1999 – June 2000
Call Centre Executive with M-Square Info systems
(Approved Agent of BPL Pvt Ltd., Kerala
Key Responsibilities
· Deliver world class customer service and build customer satisfaction and loyalty 
· Provide effective and timely resolution of a range of customer inquiries. 
· Complete ongoing training to stay abreast of product, service and policy changes 
· Strive for one-call resolution of customer issues. 
· Strike a positive and cooperative tone with both customers and coworkers. 
· Increase the customer experience by providing information on new products and services through up selling opportunities. 
