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Skills and Areas of Expertise
Areas of Expertise
· Customer Service and Business Development
· General Administration and Management Information Systems (MIS)
· Process Automation and Generation of Templates (MS Excel)
· User and Business requirement Documentations & Correspondence

· Business communication, presentations and Coordination

· Marketing and Sales Support (IT products)

· Manage, motivate and train a Team.

· Resource Scheduling (Blue Pumpkin)

Management Skills

· Creative and aggressive self-starter with integrative thinking skills. Capable of forming and maintaining positive and productive working relationships in internal, external, independent & team environments

· Strong work ethic, taking ownership of all duties and responsibilities

· Skilled in the establishment of sound and innovative management practices, theory, and customer service delivery methodologies

· Strong team building, conflict management, time management and meeting management skills.

· Strong Interpersonal skills to build sound and healthy rapport

· Good grasping power and Adapts to new systems and environments quickly

Technical Skills

Advance Diploma in Software Engineering from Aptech Computer Education.

Computer Skills
:  MS Office (Word, Excel. Power Point, Access, Outlook) 

   ,Visual Basic 6.0, Internet and it functions
Call Center tools
:  Avaya CMS Supervisor, Blue Pumpkin

EDUCATIONAL PROFILE
ACADEMIC QUALIFICATION

MASTER OF BUSINESS ADMINISTRATION 

(Currently Pursuing from ICFAI, Can be continued from any part of the world)

BACHELOR OF BUSINESS MANAGEMENT (1998-2001) from Al-Ameen Institute of Management Studies, Bangalore, Karnataka.
Project: Researched on Customer satisfaction for APTECH Internet Limited

Professional History 3 Years

FROM OCTOBER 2002 – Till Date

Company 
-
ClientLogic – (CLI3L  e-Services Limited,India)

www.clientlogic.com
Designation - Team Leader – Business Support Systems
Job Profile

· Manage, Lead and develop the Business Support team (12 members).
· General Administration, MIS and Business analysis

· Ad-Hoc reports and analysis to highlight achievements and opportunities for the operations team.
· Co-ordination with client and operations to help in achieving business targets
· Real Time Call Queue and Schedule Adherence Management

· Human Resource scheduling for 6 US campaigns. (700 Agents) 
· Customer Service Through Telephone and Email
FROM JULY 2001 – AUGUST 2002

Company 
-
Kernel Techsoft Pvt Ltd, Bangalore, India – 
www.kerneltechsoft.com
Designation - Executive, International Business Development.

Job Profile 

· Business development in entire Asia Pacific and some European countries through Telephone and Email
· Client interaction and Project co-ordination
· Preparation of Daily, Weekly and Monthly Reports
· Back-End support for International Business Development Managers

ACHIEVEMENTS
-
Awarded Best Employee in October 2003

-
Won Best student award (all rounder) from Aptech, Bangalore

-
Won prizes in the Regional Aptech Fest for Management Games.

-
Participated in Kerala state level CBSE Youth Festival.

PERSONAL PROFILE
Date of Birth

:
December 28, 1980

Gender

:
Male

Religion

:
Islam
Nationality

:
Indian

Language

:
English, Malayalam, Arabic (read & write), Hindi
Passport Number
:
E2631699

Date of Issue 

: 
03 July 2002

Date of Expiry

:
02 July 2012


Visa


:
Visit Visa (UAE)
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