
RESUME

DearSir,

ItfeelsgreatpleasuretointroducemyselfforthepostofSuitablePositioninyourorganization.

Iam enclosingherewithmydetailed"Curriculum Vitae"foryourkindperusalstatingPersonal,

AcademicandProfessionalProfile.However,duringmyexposureintheworkfront,Ihavebeen

grilledinalltheaspectsofCompany'sAdministrationSkills.

ThewordspenneddownontheenclosedCVfullyportraymytruepersonalityand,willenable

youtostudyandevaluatemyexpertiseandcapabilities.

Thankingyouinanticipationofyourfavorablereply.

YoursSincerely

LINOYSAIZA

PERSONALPROFILE:

Name - LinoySaiza

DateofBirth - 10-11-1992

Nationality - Indian

Religion - Christian,AngloIndian

FatherName - NelsonSaiza

Address - MadhuraCompanyRoad,

Palluruthy,

Kochi-682006,

Kerala,India.

MaritalStatus - Single

Sex - Male

E-Mail - linu.saiza@gmail.com

ContactNo. - +919539321111

LanguagesKnown - English,Malayalam,Hindi

PassportNumber - L1478671

Expirydate - 27-5-2023



Objective:

ToobtainachallengingpositioninaworldclasscompanywhereIcancontributeandfurtherenhance

myknowledgeandexperience.

SoftwareSkills:

OperatingSystems WindowsXP,Windows7,Windows8,Linux

Applications and other basic
applications.

MicrosoftWord,MicrosoftPowerPoint,MicrosoftExcel

EducationalQualifications:

Course Institution Period Marks(%)

Diploma In Computer
Engineering
(3YEAR)

Govt.polytechnicCollege
Kalamassery,Ernakulam

2011-2013 PASSED

H.S.E(12th) S.R.V Govt.

School,Ernakulam

2008–2010 70%

75%

S.S.L.C St.Sebastian’s H.S.S,

Palluruthy

2008

ProjectWorksinDiploma:

Mainproject

● Builtadesktopapplicationnamed‘RealEstatemanagementsystem’for
makingthefunctioningofaRealestatemanagementcomputerized.

MiniProject

● Builtadesktopapplicationnamed‘Airlinesticketreservationsystem’for
makingthefunctioningofanAirlinesticketreservationmanagement.



ExtratoEducation:

● Attendedatrainingclassoncomputerhardwareandnetworkingat SB
Global,Vyttila,Cochin:Familiarizedthedifferenthardwarecomponentsof
acomputersystem,itsfunctioning,commonproblemsthatmayaffect
them,theirsolution,and had practicalsessions on assembling and
networkingofcomputersystems.

Highlightsofprofessionalaccomplishmentandexperience

 From February2018toTilldate:SterlingHolidaysResortsLtd.

SterlingHolidayResortsLimited(knownasSterling)aholidaylifestylecompanywas
incorporatedintheyear1986.In2015,SterlingHolidayResortsIndiaLimitedbecamea
100% independentlymanagedsubsidiaryofThomasCookIndiaLimited(TCIL)inthe
backoftheformer'sequitysharesbeing boughtin an off-markettransaction by
ThomasCookInsuranceServices(TCISIL).

JobDescription:CustomerAssuranceseniorexecutive.

JobProfile:

 Customerhandlingandsatisfaction.

 Customersupportandnewcustomerhandholding.

 Retentionforissuedclients.

 Follow-upforUpgradetonextcategoryandconversion.

 Follow-upforPreclosurevaluecollection.

 Leadsgenerationfrom clientsandconversion.

 Prelogincallsandverificationfornewapplications

 From April2017toJanuary2018:ShwasHomesPvtLtd

ShwasHomesPvtLtdstartedbyMr.SreeniparameshwaranandMr.ShajiAyyappan,
Now with24successfulprojectshasgrownintoaprominentbuildingcorporatein
Cochin.Withaprojectvalueofmorethan1100croresandhaving1400ofclients.
Shwashomesisclearlywalkingtalk.Startedoffwithamissiontocreatetechnically



andaestheticallysuperiorhomeswhichexceedsclientexpectations.

JobDescription:CustomerRelationshipManager.

JobProfile:

 Preparingandanalyzingcompanyrecordsandstatementsreports

 Customerhandlingandsatisfaction.

 Preparingandanalyzingcustomerledgerandaccountstatements.

 Follow-upforEMIcollection.

 Customersupportandnewcustomerhandholding.

 Follow-upforpropertyregistration.

 From November2015toMarch2017:AlBateenArrowRealestateLLC,AUH

AlBateenArrow RealestateLLCisoneoftheleadingcompanyinAbuDhabi,Itdeals
withvarioustypesofreal-estateproperties.Thecompany’slineofbusinessincludes
therentoutandleasingofpropertieslikevilla,flat,landsetc.

JobDescription:PublicRelationsClerk.

JobProfile:

 Preparingandanalyzingcompanyrecordsandstatementsreports

 Assessaccuratelyandconfirm toreportingandproceduralstandardsofthereports

 Makinguseoftechnologytodevelop,implement,modify,anddocumentrecordkeeping

 Valuationofcompanyassetsandliabilities

 Customerhandlingandsatisfaction.

 Propertymanagementandmaintenancecontrolling

 From October2013toOctober2015:RelianceCommunicationsLtd.India

India’sleadingintegratedtelecom companyRelianceCommunicationsistheflagshipcompany
oftheRelianceGroup.ListedontheNationalStockExchangeandtheBombayStockExchange,
itisIndia’sleadingintegratedtelecommunicationcompanywithover150millioncustomers.



JobDescription:CustomerRelationshipManager.

JobProfile:

 CAF(CustomerApplicationForm)verificationandscrutiny.
 CAFmanagementandwarehousesupporting.
 Customerssupportandnewcustomerhandholding.
 Serviceorderprovisioningandtracking.
 Improvethecustomer’sissuesandchallenges.
 Followuponeveryissuesandensurecompletesatisfactionandmaximum utilizations

oftheproductorservicessoldtocustomers.
 DealswithCorporatecustomersand makesureto providetheGood and healthy

servicesandproducts.

 From April2013toOctober2013:ICPLSystemsandTechnologiesLtd.Cochin.

ICPLSystemsandTechnologiesisoneofthefamousTechnicalsupportingcompanyin
Cochin.Thecompanydealswithdifferenttypesofcorporatecompaniesandprovide
thealltypesofhardwareandsoftwaresupport.

JobProfile:

 Customersupportandnewcustomerhandholding
 ProvideallkindofTechnicalsupport(HardwareandSoftware)

KeySkills

 Confidencetodoanyadministratelevelworks.
 Strongorganizationandplanningskills.
 QuickfamiliarwithComputer.
 Goodcommunicationskills.
 Enjoywithclientsandteams.
 Team buildingandGoodleadershipquality.



Declaration:

Iherebydeclarethat,informationfurnishedaboveistruetothebestofmy

knowledgeandbelief.

Place:Ernakulum.

Date:22June2020 LINOYSAIZA


