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RESUME

SAM 
sam.383326@2freemail.com 

 Objective

Seeking a suitable position in accordance with my professional experience, qualification & skills gained over the years to the full extends for developments, thereby contribution to the overall growth and profitability of the organization as well as attaining self growth in career.
Skills


· Excellent communication and inter-personal skills.
· Professional Internal and External Customer Relationship.
· Trustworthy and have ability to handle sensitive and confidential information.
· Able to handle high volume of work and adapt new software practices. 
· Possess knowledge of excellent record maintenance.
· Computer literate – MS Word, MS Excel, MS PowerPoint
· Work as a team with peers and superiors.
· Work in cross-cultural environment.
.
Work Experience
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Worked as Administrative Assistant in Samnatech LLC. Checking bank statements for available funds and returned/rejected transactions. Handling investigations on delayed payments, initiating cancellation and amendment request and forwarding returned transactions to offices thru e-mails and fax. Checking Timesheets and Payroll. Respond to telephone inquiries (Distributing cheques to Suppliers and contractors. Ensuring all transactions was recorded and filed accordingly. Maintain and update information of the client in the system on daily basis
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Worked as Office Assistant / Dealer with Sterling Financial Brokers, 

Provide support to senior members. Keep track of market relevant news, reports and future trend. Examine and verifying the accounts of clients.

Follow ups for complaints and rectifications through customer service desk of our affiliates. Overall Maintenance of Book of Accounts of different customers. Meeting with potential clients, introducing them to our services and explaining our products to them. Correspondence with concerned banks for the money transfers. 

[image: image3.png]




Worked as Stores in charge / Sales man in Merbian Infosys. Duties included collecting and distributing of the materials, Checking the stock, payment collection, attending client phones, Maintaining receipts and records, Preparing monthly reports and office correspondence.
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Worked as a Warehouse -Supervisor in Anand Distributors, As a Warehouse Incharge, my duties included Godown administration, Inventory control, Despatching through parcel service, Supervising loading and unloading, Racking, Detecting the damaged goods, follow up with suppliers for prompt deliveries, Stock updating, Housekeeping, Checking    E-Mails and Office correspondence.

· Worked as a  Customer Care Executive in BPL Mobile Ltd   

As a Customer Care Executive my duties included attending various enquiries of the customers, Dealing customer complaints and forwarding it to the concerned department, and preparing daily reports.
Education 

· B.Sc, MS-Office
PERSONAL INFORMATION 




Age

:  40


Nationality
: Indian

Marital Status
:  Married

Religion
: Christian


Visa

: Transferable


Driving Licence: Automatic
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