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Melwyn
Email Id : melwyn.147978@2freemail.com 
Career Objective

I would like to be an integral part of your team within your organization. Ideally would like to take part in numerous projects from the initial strategic development stage through to the final customer impact phase so that I may utilise my creativity to further the success of my employer and personal goals.

FUNCTIONAL EXPERIENCE

	Functional Experience
	Specialist Area
	Years of Experience

	Sales& Marketing
	Business Development
	4 years   


· Over 4 years of experience in Sales& Marketing with diversified verticals.
· Excellent professional communication skills, 

· Superior attention to detail, calm under pressure, proactive and confident.

· Standing ability to develop and maintain constructive and cooperative working relationships with individuals at all levels of the organization.

· Management, data development, Issues resolution, Training and Development.

· Computer literate and internet savvy.

Work experience

Jashanmal National Company
      Designation: Sales Executivesince Nov 2013.
      Job Description:
· Organizing sales visits at Factory sites.
· Demonstrating and presenting the product and making new business.
· Creating Purchase Request and follow up for the invoicing of the same.
· Maintaining the record and updating it on day to day basis.
· Daily communication with Sales Managers and Customer Services Team on priorities and KPI's.
· Tight cooperation with Warehouse Team to ensure all incoming goods are processed according to
priorities.

· Reviewing the sales performance on daily and monthly basis.
· Weekly reporting to the management on status , such as shipments pending for collection, value of
goods on hand, possibilities and threats to achieve Sales forecast.
Responsible for ensuring Monthly Sales Forecast (together with management). 
· Aiming to achieve monthly targets.

· Booking/processing/changes of orders from customers and purchase orders to
factories. 
· Prepare Bill of Lading between the number of companies and keep a track record of the same for the future business.
HDFC Bank.
Designation: - Sales Agent from June 2011 to Sept 2013.
Job Description:
· Preparing daily reports on daily basis for Clients.
· Analyzing the credit profile of the customers given by the client to provide new credit facilities.

· Services existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

· Focuses sales efforts by studying existing and potential volume of dealers.

· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Tracing all skip and absconding customers to settle their accounts.
· Liaison with the customer in case of any dispute.
· Perform various administrative functions for assigned accounts, such as recording address changes and purging the records of deceased debtors.

· Trace delinquent debtors to new addresses by inquiring at post offices, telephone companies, credit bureaus, or through the questioning of neighbors and reference.

· Advice Clients/Debtors of necessary actions and strategies for debts repayment, and meeting the debtors in need of settlements.

· Creating and updating the Productivity report in dashboard and share MIS dashboard to client and staff on daily basis.
· Carry out extensive system (PC and handheld devices) interactions including but not limited to executing IT system updating transactions.
Education 

· Bachelors Degree in Management Studies from St. Andrews College Bandra, ( Mumbai University ) in the year 2013.

· H,S.C.  from R. K. Talreja College Mumbai in the year 2010.

· S.S.C. from Fatima High School in the year 2008.

Computer Skills

· MS Office.

· SAP.

· Oracle.

Achievements and Co-curricular Activities
· Awarded as the colleague of the month in the year of 2015.
· National Team Football player represented India U-19.
Personal Detail
Date of Birth        
:29-11-1991
Nationality

: Indian

Marital Status

: Single

Religion

: Christian


Languages known 
: English, Hindi, Konkani, French
I declare that the above particulars filled in by me are correct and true to the best of my knowledge and belief.
Signature
Melwyn 
