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Career Objective:

Aiming to get associated with a progressive organization where I could apply my infinity experience gathered all these years to develop the organization and on the process strengthen my personal career 
Summary of skills:
· Good Communication and written skills
· Deep knowledge of computer and fast typing skills
· Customer Service skills
· Letter writing skills and report writing skills
· Additional accountancy knowledge
Educational Qualification:
Master of Computer Application





Anna University – Chennai-India





(Passed in First Class with Distinction)





Bachelor of Information Technology,





Barathidasan University – Tiruchirapalli – India 





(Passed in first class and distinction)
Summary of Job Experience:
· Apirl-2018 -Present
Worked as an Supervisor And System Admin Department in fruts and vegitables section 

Dutys and Responsibilities:
· we make Invoice and Reciving  items ubdate in ASAP
· Handle workers LPO and items in store short and available stock maintance report ubdate 
· Vichle report tacking from security ledger report ubdate in system

·  Ubdate all document from manger conformation

· Answering manger and Coustomer handling 

· Accounding document report to aduit time 
· Soundline Technical services LLC,UAE: July-2015 to  Feb-2017
Worked as an Administration(secretary) Department in a technical company (Entry level)

· Duties and Responsibilities
· Answering Telephone calls, Handling Customers
·   Arranging and Scheduling meetings
·  Arranging CEO’s appointments and setting appointments
· Keeping a check on the visitors inform the authorities if there is something suspicious
·  Handling Accounts and Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing
· Responsible to handle the telephone enquiries
·  Make a daily work plan of seniors with proper timing.
· Provide general information to the customers
· Manage the daily incoming of the customers
· Manage the documents in proper way and Handle all the other responsibilities related to the job
· Ministry of Labour and Imegraction handling company side
· Company all Bank Account Maintance and all type of Tranction handling
· Labours WPS maintance and labours vection arrangments visa renewal , visa stamping , Passport renewal and Ect….
· Samsonite South Asia Pvt.Ltd – Chennai- India : March-2013 to Apirl 2015
 Worked as an Assistant Manager , Logistics & Warehouse (Senior Level) 
· Maintain inventory,stock list, stock balance report up to date maintain SAP reports to a manager
· Import & Export stock Receiving & Sending PO (purchase Order), DO (Delivery Order),CN (Credit Note) Conformation
· Maintain schedule Staff transport & Delivery, Transport (more than 40 vehicles)
· Maintain attendance time to time as per management procedures
· Vehicle maintenance,trip arrangement with estimated fuel allowance, keep track system fuel per Km
· Maintain the Purchase procedure from company protocol
· Maintain GR for receiving goods
· Mail following to head office 
· Maintain standard filing system (daily basis)
Computer sills:
· Ms-Office
· SAP(Business Module),
· Internet and Mail, Outlook, Web
·  Graphic Design tool (Photoshop, coral draw, Illustrator)
· CCTV Installation and Monitering GPS Tracking
Personal details:
Languages Known  : English, Tamil, Malayalam and Hindi
Marital Status          : Single
Sex                              : Male
Date Of Birth           : 29/01/1990
Nationality              : Indian 
Height                       : 5.5
Weight 
        : 70 kg

Email

        : pritheep-396268@gulfjobseeker.com 

Indian Driving License
I hereby declare that the information furnished above is true to the best of my knowledge.
Place:
Date:                                                                                                           Your Faithfully
