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                        Sujatha M 
                                                                        Dubai, UAE 

                                                     Tel: 050- 1926059 / 055-3693084  
                                                      E-mail: shinymm26@gmail.com


PROFESSIONAL WORK EXPERIENCE   
APEX OF GULF FZE, JEBEL ALI – DUBAI   
April 2009 – November 2010

          Job Profile: Logistic Coordinator


· Documentation (Customs Documentation)
· Sales coordinator – (Follow up with the customer – Inquiry, Proformas, Order   

· Confirmation,  Invoice, Availability of items & Ex-stock, etc.)
· Customer Documentation
· Customer Service

· Office Correspondence
SITEL / CLI3L Joint venture ITC, INDIA 
January 2007 – February 2009

 Job Profile: Voice Technical Support & Non voice Support Executive  


· Interacting with clients in USA and UK for all their technical queries and troubleshooting of software and hardware issues
· Troubleshooting Hardware / Software issues using chat 
· Troubleshooting printer issues with inbound calls chat & E-mail
· Follow-up with customer for review on calls
REGAL INDUSTRIES - INC .5, INDIA 
November 2005- December 2006 

Job Profile: Assistant Manager

· Daily sales in charge, Staff salary, Stock inward / outward, 
· Recruitment and Staff Training and all branch related accounts activity. 

SMART LOANS (Franchisee of ICICI Bank)  
November 2003- November 2005

Job Profile –Senior Operation Executive 
· Devising MIS for senior management on periodic basis

· Creation and maintenance of MIS portal for users throughout the bank

NEXTECT Info Solutions Private 
September 1998 to October 2003

Job Profile –Secretary 
· Accounting, Maintaining accounts for the construction work, Stenographer.
 ADDITIONAL QUALIFICATIONS
· Diploma in Secretarial Course

· Diploma in Commercial Practice

· DBCA “Diploma in Basic Application,

· DTP  “Diploma in Designing & Publishing  Computer

· Diploma in Computer Proficiency

 EDUCATIONAL QUALIFICATION
· Bachelor of Arts          



     
                      2007 -  2009 
                 Bangalore University, India

· Higher Secondary Education 





              1994  -   1996
  St. Josephs College India
  SKILLS
·    Excellent Communication Skills (Written & Spoken)
·    Positive Personality and self motivated

·    Team Player
·    Good knowledge of handling the entire activities of the company

·    Single handedly managed various organisations.

·    Ability to take decisions that benefit the company both in short term and long term

·    Quick thinking and ability to handle tough situation and crisis. 

·    Ability to think, implement and execute ideas.

·    Effective communicator with strong analytical, problem solving & organizational abilities 

·    Effective customer handling spread across Asia, US and UK.
  LANGUAGES
· English
Fluent
· Other Languages: Hindi, Kannada, Tamil.
  PERSONAL INFORMATION
· Birth Date

 
26th September 1976
· Gender


Female
· Marital Status

Married
· Visa

            Employment Visa
· Nationality
 
Indian

· Driving License

Indian License
· Passport No

G2991815
· References


On request can be provided
    HOBBIES
· Gardening

· Traveling

· Listening to Music


