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VIKAS
Vikas.132365@2freemail.com
CO-ORDINATOR – SALES & ADMIN
Dynamic, self-motivated professional offering a successful career in Sales Co- ordination & Administration streamline’s & other sundry works
PROFILE SYNOPSIS

     Prompt learner with outstanding success in Sales Co-ordination, General Administration and Customer
   Service Management in diverse sectors.
   Adept at effectively dealing with customers and associates to meet their satisfaction utilizing customer centric approach combining relationship building and customer retention abilities.
    Proven skills in managing teams to work in sync with the corporate set parameters & motivating them for
   achieving business and individual goals.
    Ability to adapt well and perform in new competitive environment with flexibility and excelling under high
     pressure and diverse situation.
Seeking a challenging assignment that would aid personal growth whilst contributing to organizational targets …
CORE COMPETENCIES
    General Administrative Responsibilities
    Customer Relationship Management
    Co-ordination in Sales & Administration Departments
    Troubleshooting & Communiqué Skills
PROFESSIONAL EXPERIENCE
M/s. DULSCO LLC ABU DHABI
Abu Dhabi, UAE
CUSTOMER SERVICE & SALES COORDINATOR (May 2015 to Apr 2018)
Job Profile:

Maintain up to date follow-up collection and allocation of payments, monitor customer account details for non-payments, delayed payments, payment discrepancies

Communicate with customers via phone, email or personally, decision making, attention to detail and high level of accuracy
     Drafting letters, emails, Payment Reminder’s and other’s etc,
     Process back up reports after data entry and listing all the vendor cheques in the log book

Sending the statement of account, Delivery orders upon request from the customers and from the concerned sales persons for the payments purpose

Upon   receiving   email/telephone/walk-in   inquiries   to   prepare   quotations/proposals   and   upon   confirmation, converting the same into orders. Preparing job order advices and Service Agreements/Contracts.
     Coordinating   with   Operations/Transport   Department   for   arranging   the   equipment   and   also   with   Finance
Department for proforma invoices and for statement of accounts
     Knowledge of e-WMS software [Enterprise Waste Management Services]

M/s Kopos Electro FZE [Czech Republic Company)
Jebel Ali Free Zone, Dubai, UAE
SALES CO-ORDINATOR (August 2011 – Feb 2015)
Job Profile:

Position serves as daily evaluator and listen to on sales calls or conduct regular performance reviews to determine the success of sales strategies

Often hold regular meetings with representatives to assess overall progress and give them a chance to express concerns, offering incentive package such as time off or a monetary bonus.  Providing training to new employees, policies, procedures and expectations of the company

Quoting the enquiries from the concerned sales executives and subsequently from the potential and general customers

Payments follow-up (PDC’s and outstanding amounts over and above the credit limit period) Drafting letters, emails, Payment Reminder’s and other’s etc,

Statement for collection of cheques and cash and submitting to the HOD every month.  Sending the statement of account, ledger account, Delivery orders upon request from the customers and from the concerned sales persons for the payments purpose

Authorized to authenticate the payment position of the customers from the credit application form received and the company’s chronicle information

Often dealing with paper work – sending invoices and credit notes or telephone calls to hundreds of small accounts, maintain own book of debtor’s accounts to deal with late payments.    Reports to management on outstanding issues and inform them early of potential debtor’s problems to deal with liquidators

Serving dual purpose – increasing sales revenue by extending credit to customers and minimising risk of loss from bad debts by restricting or denying credit to customers who are not a good credit risk
M/s. Swaidi Gulf General Transport Establishment, Sharjah, U.A.E. (Clearing & Forwarding)
(One of the Leading Transporters operating throughout GCC and Middle East Countries
SALES CO-ORDINATOR (Feb 2007 – June 2011)
Job Profile:

Preparation of Quotations, Truck Consignment Notes & Truck Manifest Dispatch Advise (Outbound; Inbound & Domestic)
     Payments follow up with the Customers & Drafting letters for day-to-day correspondence

Coordinating with Operations Department in arranging the necessary Trailers/Trucks and Statement – showing the Trucks/Trailers plied during the month.

Daily correspondence with customers through Fax/Emails, sending rate inquiries, receiving enquiries, dispatching truck details and others etc.

Often dealing with paper work – sending invoices and credit notes or telephone calls to hundreds of small accounts, maintain own book of debtor’s accounts to manage their needs and how to deal with late payments on each of them
     Reports to management on outstanding issues and inform them early of potential debtor’s problems to
deal with liquidators and ask for bad debts to write off

Requires sensitivity not only to evaluation results but also to the interpersonal exchanges, overall morale and company circumstances present at a given time, providing training to new employees, policies, procedures and expectations of the company

Eastern Petrochemicals Company (SHARQ) Kingdom of Saudi Arabia
MIS {MANAGEMENT INFORMATION SYSTEMS} DEPARTMENT SECRETARY (Dec 1997-Nov 2006)
Job Profile:

Accurate and timely execution of all MIS reports/complaints [internal & external] processing to minimize backlogs.
       Ensure the client receives the assistance needed to implement the recommendations and solutions in time

Providing high level administrative assistance, responsible and confidential of office administrative, secretarial and clerical works, serves as liaison with other departments, staff, outside agencies and public

Plan & organize work activities, recommend improvements in work flow procedures, maintaining up to date filling systems
       Proofread, Verify and review applications, records, reports for accuracy for signature are accurate and complete

Compile, prepare and enter data into computer from various sources, process mail including receiving, sorting, time stamping, distributing incoming and outgoing correspondence

Variety of office administrative works such as ordering supplies, maintain calendar of activities, meetings and various   events   for   assigned   staff, coordinate, make   process   and   conform   staff   travel   arrangements   for transportation and accommodation
EDUCATIONAL & TECHNICAL QUALIFICATION
   Graduated in Bachelor of Commerce from Osmania University
   Passed English Typewriting Lower Grade
Computer Skills:            MS Office™ (Ms-Word™, Ms-Excel™, MS Outlook™ & Ms-Power point™) Knowledge of Peach Tree Accounting Software & e-WMS Software
Internet Navigation & Emails
PERSONAL PARTICULARS
Date of Birth: 23rd November 1966
Religion: Christian
Nationality: Indian
Hobbies: Watching Cricket, Football, Badminton, Travelling Places & Church Activities
Strengths:  Strong willed Sagittarian, Reliable, Patient, Ability to Mingle with others and become a team player & Artistic temperament
Credential’s: Got Attested in India & UAE
Mobility:
Passport Issued in: Abu Dhabi, UAE
Passport Issue Date: 30.03.2017                                   Passport Expiry Date: 29.03.2027
Language Skills:
English:                              Read:                              Write:                             Speak: 
Hindi:                                 Read:                              Write:                             Speak: 
Telugu:                               Read:                              Write:                             Speak: 
Personal:
Gender: Male                     Age: 50                           Height: 5’09”                Weight: 78 kgs
Marital status: Married      No. of dependants: 3 {Wife & Two Children}
REFERENCES CAN BE FURNISHED UPON REQUEST
The aforesaid information furnished is true & correct to the best of my knowledge. 
