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  Job Objective
To work in a challenging environment where I can enhance my Sales, Marketing & Administration abilities along with my Technical versatility to improve Company’s growth & thus obtain a distinguished position in the field of Sales, Marketing & Administration.
Work Experience
Total Work Experience: 06Years, 03 Months.
Presently I am working with M/s. Siemens Ltd., SITRAIN office, Airoli-Navi Mumbai as a Sales Engineer& Administrator in training department since July 2012. It’s a well established organization dealing in all kinds of Industry & College trainings. The focused fields of trainings are Automation, Drives, Switchgear, and Process Instrumentation & Mechatronics.
Job Profile:
Working as a Sales Engineer &Administrator from October-2014to June-2017:
· Sales & Marketing of Technical trainings for Domestic & International Customers.
· To identify trainings requirement and understand customer needs.
· Approaching Customer for training by Email &cold calling.

· Offer Making for Domestic & International Customers.

· Negotiate &turn out the orders.
· PO & Payment follow ups with Customers.

· Present monthly turnover reports along with pipeline orders to management.

· Interaction with Customers for feedback after completion of Service.

· Co-ordination with International Customers & officers for their stay & travel in India.  
· Administrating training schedules in SITRAIN-India.
· To allocate &align trainers for the upcoming trainings.

· Managing the coordination team that includes Logistics Activities, Documentation etc. 
· Handling complete One LMS for entire administration/coordination of SITRAIN-India activities.
· Timely updating One LMS Training Software locally by regular interaction with One LMS team in Nuremberg, Germany.
· Regular Interaction & co-ordination with all TSP’s (Training Service Providers) across India for execution of trainings.
· Collaborate with team to achieve better results.

· SITRAIN-Publicity activities like releasing Leaflets, Broachers &Yearly Training Calendar.
· Posting SITRAIN-Activities like Awards &Achievements on Siemens Social Network.
Working as a Sales Engineer &Administrator from October-2013 to September-2014:
· Sales & Marketing for trainings across India by continuous interaction with Colleges/Universities
· Conduct market research (College/University) to know trainings requirement and understand customer needs.
· Actively search for new training sales opportunities through cold calling & networking.
· Arrange meetings with potential clients and listen to their requirements and concerns.
· Prepare frequent reports with sales and financial data.
· Offer Making for college Customers.
· Negotiate & try to close deals.
· Payments follow ups with TPO’s & Students after confirmation of order.
· Handling One LMS. 
Working as Logistics Manager& Assistant Administrator from July-2012to September-2013:
· Organizing the Department Stores and distribution of Training Material & Equipment.
· Follow ups with Courier Services to ensure that the right Training Material & Equipment are delivered to the right location on time all over India.

· Co-ordination with Customer for Equipment delivery.
· Negotiation with Courier vendor for better transportation cost. 
· Involved in transportation, stock control and monitoring the flow of Training Material & Equipment.
· Maintain reports and analyze data to assess performance and implement improvements.
· Comply with laws, regulations and ISO requirements.
· Resolving any arising problems or complaints.
· To prepare &maintain documents like Registrations, Attendance, Training records & Customer satisfaction.
· Handling One LMS.
Important Achievements while working in Siemens:
· I was nominated from India to attain One LMS Program at Nuremberg, Germany in May-2016.
· I received appreciation from International Customers for smooth execution of Training order.
· I was appointed to handle SITRAIN International business by monitoring my previous performance.
· During my tenure as SITRAIN International business sales person, a 50% increase in International training order was achieved.
· SITRAIN One LMS was handled successfully. 
· Successfully updated SITRAIN-India website through One LMS.

· Execution of 50 college batches in 3 months, making a business of approximately 2 Million Rupees with a total profit of 50%.
Previous Work experience:
I have worked with M/s. ANNTECH Offshore Engineering Pvt. Ltd., Seawoods-Navi Mumbai as a Project Engineer from March-2011 to July-2012.

Job Profile:
· Calibration of all Pressure, Flow, Temperature Controlling & Level Measurement Instruments on field along with some Smart transmitters.
· Tendering & bidding for the calibration & installation of all field Instruments with clients like L&T, DAS Offshore and Essar etc. 

· Assist manpower supply & handling for various offshore & onshore projects for the clients mentioned above. 
Important Projects handled:
· Designated as a Base Assistant, at M/s. ONGC Offshore located in Mumbai High (Heera Platform) from March-2011 to August-2011
· Designated as an Instrumentation Engineer, at M/s. ONGC Plant located in Uran from September-2011 to June-2012.
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Technical &Computer Skills
· Installation, termination, Calibration of Electronics equipment’s & Field Instruments.
· Maintenance of sensors like PS, TS, FS, DPS & LS. 
· All types of Gauges Calibration and Maintenance.
· Familiar with instruments from Rosemount, Honeywell, Yokogawa, Siemens& ABB.
· Having good knowledge of Plant Safety rules & regulations.
· Good knowledge about Permit to Work Systems (PWS) and several kinds of permits like Cold work permit, hot work permit, Limited Space Entry permits.
· Skilled in Computer Operations with software like Microsoft Office 2007 & 2010.
Trainings Attended
· Completed web based training & cleared exam on Information Security in March-2017.
· Attended Customer First training program at Siemens Ltd. in July-2016.

· Attended Time Management training program at Siemens Ltd. in July-2016. 
· Completed web based training & cleared exam on Information Security in March-2016.
· Completed web based training & cleared exam on Export Control& Customs in April-2015.
· Completed web based training & cleared exam on Security City in March-2015.
Soft Skills

· Hardworking & committed.

· Honest, Keen learner and optimistic. 

· Strong communication skills.

· Capable of working on multiple tasks and meet project deadlines.

· Organized /planned approach to work.
Personal Details
Birth Date

: 
22nd November, 1989.
Gender

          :           Female.
Nationality

          :           Indian.
Marital Status

:
Single.
Religion

:
Hindu.
Languages Known       :            English, Hindi and Marathi.
Declaration:
I hereby declare that the information furnished above is true to the best of my knowledge.
SHALAKA
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