HABIN.S                       

        Arabian Extrusion Factory,
       PO Box:1999 , Industrial Area, 

       Umm Al Quwain, UAE.

 E-Mail Id   :  habin23@gmail.com

 Mobile No  :  00971 562706549



HABIN.S                                                        CURRICULUM VITAE 

    

OBJECTIVE:


Seeking a position to utilize my skills & Ability in the industry that offers professional growth while being innovative and work for the company's development.

CERTIFICATION COUSE:


· Certified for internal auditor for IATF 16949:2016 , Sep-2017

· Certified for Problem solving Tools (Core Tools) , Sep-2017

EXEPERIENCE:

Sales Coordinator- Arabian Extrusion Factory in Umm Al Quwain, UAE. ( Jan-2016 to still Now )
Key Responsibility:

· Collect the Enquires from customer through Fax, E-mail or verbal.
· Quotation is prepared and sent to customer. 
· Once we get the PO from customer, Order Acceptance is prepared and sent to respective customer.

· Once the order acceptance received back through fax with acknowledgement from the customer. Execute the order for productions
· To prepare all the customer contacts
· Coordinating with Production team & Sales Team.

· Maintain all the sales documents & Records.

· Preparing monthly sales order report & explain the reason for achieve or not in the Monthly Review Meeting..

· Reports Customer complaints to management, including on-going corrective / preventive actions, and the effectiveness of those actions put into practice; 
· Time to time review of all the sales Order , to check the effective implementation of sales target. Sales Executive prepares the Master list of customers.

· Every year top 50 customer order off-take is analyzed. Any major difference in the total qty purchased by such customer to be analyzed and reason for any deviation to be recorded .
· Reporting to the Sales & Marketing  Manager.
Executive- Production Jacobi Carbons India Pvt Ltd in Coimbatore. ( 2013 to 2016 )
Key Responsibility:

· Provided necessary support to supervisors and clients and assisted in completion of all work. 

· Supervised efficient work of production assistants and coordinators and ensured effective working. 

· Coordinated with production manager and provided required manpower and scheduled activities to achieve all departmental goals. 

· Managed inventory and ensured smooth transition from one department to another.

· Developed tacking systems and planned systems on an everyday basis. 

· Implemented preventive maintenance program for production facilities.
· Achieved a consistent record of improving production runs and reducing costs.
· Problem solving.

· Able to work effectively in a team environment with minimum supervision.                                          

Executive- HR Nova Carbons India Pvt Ltd in Tirunelveli. (2011 to 2013
Key Responsibility:

Recruitment:

· Resource collect from web portal and scheduled interview 

· Short listing CV’s for company requirement.

· Preparing and forwarding Offer letters, Appointment orders.

Pay Roll:
· Maintenance of attendance and leave records, necessary for processing payrolls.

· Calculating attendance and punctuality records for payment of salaries.

· Assimilating attendance and timing records and advising management of bad attendance.

· Preparing the various payroll input like loss of pay, food allowance, over time, performance incentives & attendance incentives.

· Salary advice to Finance on time by providing all the necessary aspects of  
all   employees.
Exit Process:

· Received resignation letter and no due form

· Relieving and experience certificate preparation and Issuing

· Full and final settlement preparation

Admin:
· Arrangement of ID cards, Visiting cards, Bank a/c opening for new employees. 

· Checking and certifying the Travel and mobile bill allowances.
· Yearly training schedule prepare for all employees. 
QUALIFICATION: 
· MBA (Operation and Marketing), JJ College of Engineering & Tech Trichy, in the academic year of 2009-2011 with First Class (77.4%).
· Bachelor of Engineering (CSE) Sun College of Engineering & Tech Nagarcoil, in the academic year of 2004-2008 with First Class (69.6%).
· Successfully Completed Higher Secondary Examination State Board Tamil Nadu in 2008 and securing 73.4%.

· Successfully Completed Secondary Examination State Board Tamil Nadu in 2004 and securing 60%.
SOFTWARE SKILLS:

· Database



:  TALLY 
· Packages                         



: MS-Office.

· Programs                          



: C, JAVA
· Typing



: Junior Grade
PERSONAL STRENGTHS:
· Flexibility.
· Friendly Behavior.
· Punctual.
· Act quickly in Critical situations.
· Coordinating teamwork.
· Able to work hard with dedication.
· Determination on the work.
EXTRACURRICULAR 

· Completed IATF 16949:2016 Automotive  Internal Auditor.

· Completed ISO 9001 Internal Auditor. 

· Completed ISO 14001 EMS Internal Auditor.

· Winners in state & zone level football championship during MBA.

· Won 2nd prize in AD-ZAP & PRODUCT LAUNCH, an event conducted at department level.

· Led the College Football Team as captain and won Zonal Level Tournament during BE

· Participated in State level Football Tournament

· Active participant in NSS.

· Participated and won prizes in athletics at School level
PERSONAL SUMMARY
Father’s Name



:
Sesayyan. A

Date of Birth



:
23-06-1986

Pass Port No / Expiry


:
S1992488 / 18-06-2028

Sex




:
Male

 Nationality

:
Indian

 Languages Known

:
English, Tamil and Malayalam

 Marital Status

:
Married
UAE Driving License                         : 
           Yes
      Permanent Address                             :
            St. Jude’s Colony, Chinnathurai ,







Thoothoor (p.o),   






   
Kanyakumari District,







Tamil Nadu - 629176,






            India. 

  DECLARATION
                 
I hereby declare that all the above information are true to my knowledge and if given an opportunity to work in your esteemed concern. I would work to my true potential.
Date       :          
                                                                                           Yours Truly

Place      :                                                                                                     (HABIN.S)
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