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SAJIN 
Mobile: Whatsapp +971504753686 / +919979971283
Sajin.136991@2freemail.com 
	Summary


· More than10yearsexperiencein Sales &Marketing.
· Proven record of developing new businesses, reaching sales objectives and creating customer base.

· Coordinated with Sales Team& Managers to achieve target for the assigned verticals.
· Good working Knowledge in Building Materials & Insurance Verticals.

· Good working knowledge of SAP, SharePoint&MS office packages. 
· ITIL V3 Foundation Certified Professional with knowledge of ITIL Service Delivery.

	Technical Skills


PM Tools

: MS PowerPoint, MS Word, MS Excel, Share Point.

Language

: Basics of C, C++
Operating System



: Windows 98/XP/Vista

ERP



: SAP

	Work  Experience 


· Working as Sales Administrator with MAC AL GURG (EASA SALEH AL GURG GROUP).
· Worked as Administrator withInternational Quality Steel LLC, Dubai.
· Worked as Admin Assistant with Compass Insurance Brokers LLC, Dubai.
· Worked as UNIT Manager with ICICI Prudential Insurance Company, India.
1)During May 2012 - Present
Role

:  SALES ADMINISTRATOR
Industry

:  Building Materials
Company
:  MAC AL GURG, UAE.

Responsibilities:

· Sell/deliver as wide range of company products and services to clients as possible, in order to optimize profits.
· Build up new business communications, prepare quotations and proposals, and strive to win contracts. They usually cooperate closely with the Sales team.

· Kept in close contact with clientele to identify new opportunities and customers – Maintained availability for addressing customer issues, queries and requirements.
· Assisting the walk in customers in selecting the product and extend highest level of customer service to them.
· Ensuring with the arrangements of Showroom, sometime from ground to top, in order to insure clean working and shopping place.
· Preparation of Technical Submittals for the approvals.
· Participated in sales group meetings which dealt with targets and forecasts, and reported on current market situation.

· Ensuring that all sales Orders are correctly captured, processed and uploaded daily onto SAP Portal

· Streamline the Sales Admin process to ensure maximum efficiency, increase speed and turnaround times on Invoices, easy access to client data, clients receiving production.

2) During November 2010 – Feb 2011
Title

: ADMINISTRATOR
Industry

:  Steel Manufacturing.

Company
:  INTERNATIONAL QUALITY STEEL LLC, DUBAI.
3) During April 2008 - October 2010 
Title

: ADMIN ASSISTANT

Industry

: Insurance 

Company
: COMPASS INSURANCE BROKERS LLC, DUBAI.

Responsibilities:
· Actively work with marketing team in soliciting insurance enquiries (Coordinate with sales team, prepare and provide them with necessary information & documents).
· Regular follow ups and meetings to closely monitor customer relationship and business portfolio (This involves preparation of easy-to-understand Insurance summaries).
· Exercise underwriting authority delegated to the branch in consultation with the head of the branch and follows up the orders.
· Assistance in the assessment of claims, including meetings and negotiations with loss adjusters and Insurers.
· Preparation and Submission of MIS Report.
4) During May 2006 – September 2007
Title

: Unit Manager 

Industry

: Insurance 

Company
: ICICI Prudential Life Insurance
Responsibilities:

· Recruit and Train large advisor force that targets various customer segments with focus on Sales & People development. 

· Co-ordinate with Sales Manager in Sales Tools as well Campaigning Activity.

· Business Meeting with Advisors for Month Business Planning.

· Organizing Campaigning Activity and various programs for Leads.

· Direct Sales, which includes selling Life Insurance policies and ULIP policies.

· Underwriting and Administrative tasks.

· Maintain good relation with the clients and advice them for short term and long term investments in the insurance sector for expanding and procuring quality business. And also helping them regarding their Tax planning.

· MIS and Documentation Handling.

	Academic Qualifications

	Certificate/ Degree
	College / University Name
	Year of Passing
	%/CGPA

	MBA
(Marketing)
	Crescent Engineering College,Anna University,Chennai
	2006
	75 %

	BSc.(IT)
	Calicut University,Kerala
	2004
	64.2 %

	HSC
	MES Central School,Tirur,Kerala
	2000
	56.8 %

	SSLC
	F.M.E.M.H.S,Tirur,Kerala
	1998
	80.02%


	Achievements


· Won ARM Million Challenge for best performance.

· Qualified for Anniversary Knock Out Contest

	Personal Profile


Sex


: Male
Date of Birth

: 04-Oct-1981
Marital Status

: Married
Nationality

: Indian

Driving License
: UAE,India

Languages Known
: English, Malayalam, Hindiand Tamil
Hobbies

:Travelling, Listening to Music
