
Extremelyorganizedindividualwithhighdiscretionandconfidentialityand

problem solverwithexceptionalabilitytoefficientlyprioritizeassignments.

Experienceensuringofficesrunsmoothlyandefficiently.Newlevelof

organizationandattentiontodetail.Anupbeatteam playerwithanexpansive

toolkitofinterpersonalskillsandbusinessoperationsknowledge.

EXPERIENCE

ADMINMANAGER-EATIKOFOODDELIVERYAPP,KERALA,INDIA
(JUNE2020–NOVEMBER2021)

LOGISTICSCO-ORDINATOR–PIKITDELIVERY,KERALA,INDIA
(AUGUST2017–MAY2020)

CUSTOMERCAREEXECUTIVE–ATCISTECHNOLOGY,
BANGLORE,INDIA
(March2016–APRIL2017)

ROLESANDRESPONSIBILITIES

 Reviewcustomerordersandplanandcoordinate

deliveryactivities

 Buildpositiveandproductiveworkingrelationshipswith

customersforbusinessgrowth.

 Analyzeandtroubleshootdeliveryissuesinatimely

fashion.

 Manageadeliveryteam toensuretimelyandaccurate

customerdeliveries.

 Overseedailyactivitiesofdeliveryteam andprovide

directionandguidanceasneeded.

 Perform resourceallocationsandworkloadassignments

accordingtodeliveryrequirements.

 Ensurethatteam maintainshighlevelofcompetence

andoperationalexcellence.

 Evaluatetheperformanceofteam membersand

determinetrainingneeds.

 Serveasprimarycontactforcustomerinquiriesand

concerns.

 Analyzecustomerorders,setdeliveryprioritiesand

makescheduleadjustmentstomeettimelydelivery

goals.

 Perform customernegotiationsfordeliveryrates.

 Developprocessimprovementstoachievecost

CONTACT

Phone:0503800825
E-Mail:
oks.shabeer@gmail.com

PERSONALINFO

DOB:02ndFeb1993
GENDER:Male
NATIONALITY:Indian
PASSPORTNo:P5195897
VISITTYPE:VISITVISA

SKILLHIGHLIGHTS

 STRONGINTERPERSONAL
PROFICIENCY

 TIMEMANAGEMENT

 EXPERTISEIN
ORGANIZATION

 PROBLEM-SOLVINGABILITY

 TEAM-ORIENTED

 ORGANIZED

 MULTI-TASKING

 MSOFFICE

 GOOGLESHEET

EDUCATION

BE-ELECTRICALAND

ELECTRONICSENGINEERING

ANNAUNIVERSITYCHENNAI

LANGUAGES

 English

 Hindi

 Malayalam

 Tamil

 Arabic(Read&Write)

SHABEEROK


