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        ishack 
Email: 
 ishack-389908@2freemail.com 

Address:  SHARJAH UAE
Personal Data:

Date Of Birth  03-05-1987
Sex                   Male
Nationality       Indian
Passport No      T1905565
Visa Status           Employment Visa
Visa Expiry     10-09-2019
Languages Known:

English, Hindi, Tamil and

Malayalam.


	OBJECTIVE
“Looking to obtain a position in a leading organization where I am able to apply the knowledge gained through my bachelor’s degree. I firmly believe in the principle of implementing where my duties with declaration and determination. I am looking for good career growth opportunities where my talent and knowledge could be best subjected and utilize for the benefit of the organization and myself.” 

Profile Summary
· A goal-oriented professional with 8 yearsof experience in Back-office Operations and Account Management

· Efficient in ensuring bottom line profitability by optimal utilization of resources as well as handholding of business partners & key stakeholders for lead generation

· Expertise in preparing various MIS reports on team performance, branch revenues & expenses for apprising the management of progress

· Capabilities in coordinating with internal & external customers for running successful operations; experience of implementing procedures and service standards for operations excellence

· Excellent in managing customer centric operations and ensuring customer satisfaction by achieving delivery & service quality norms; tending to clients’ complaints and undertaking steps for effectively resolving them

· An effective communicator with excellent relationship management skills and strong analytical, problem-solving & organizational capabilities
CAREER HEIGHLIGHTS
RUKN AL INARAH Document Services  Sharjah, UAE from Feb’17 – Till Date as Administration Manager

Key Result Areas:
· Typing online visa forms – Entry permit / New visa / Renewal 
· Emirates Id – New, Renewal, Replacement 
· Commercial license– new, renewal 
· Trade name 
· Labor documents preparation good knowledge 
· Typing of Government & Other Dept. Forms in English & Arabic  Languages
· Attending foreign customers / answering the telephone calls
 and sending  Fax and E-mails 
· Assisted in internal, external & regulatory audit / inspections;
evaluated internal control systems with a view to highlight the shortcomings 
· Daily sales and services transactions entries 
· Petty cash handling
·  Dues follow up, receipts and payments 



	BLS International Services, Abu Dhabi-Sharjah, UAE from Apr’11 – Jul’15 as Center Supervisor

Growth Path / Deputations:

April’11 – June’14:

CSE (Customer Service Executive), Abu Dhabi                             
June’14 – July’15:

                Center Supervisor, Sharjah

Key Result Areas:

· Resolved customer queries of various nationalities related to passport and visa 

· Examined different types of passports including ordinary, diplomatic and official and advised customers for proper documentation on each service 

· Managed activities like documenting, processing and examining applications for passport renewal, miscellaneous services and for various types of visa like tourist, employment, medical, recruitment, conference, journalist, business, diplomatic and official purpose

· Coordinated with Embassy and Consulate General of India

· Assisted in internal, external & regulatory audit / inspections; evaluated internal control systems with a view to highlight the shortcomings

· Prepared MIS reports & other statements with a view to apprise management of process operations and assisted in critical decision-making process.

Ultra Oasis Pvt. Solutions Ltd., Edappal, Kerala, India from May’08 – Feb’11 as Accountant

Key Result Areas:

· Daily sales and services transactions entries

· Petty cash handling

· Dues follow up, receipts and payments

· Manage banking transactions and reconciliation

· Ledger balancing and reconciliation

· Inventory checking and office day to day management

IT CREDENTIALS

· Well versed with Windows with excellent knowledge of Microsoft Office packages.

· Perfect knowledge of E-mail and Internet applications.

· Master Accounting 

· Good knowledge of  TALLY 
· Adaptable to any Customized Software.
ACADEMIC CREDENTIALS.
· B.Com. with Computer Application from AASC Valayamkulam under Calicut University in 2008
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