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RESUME
Career Objective
Seeking to pursue a challenging career with a dynamic organization, where my abilities and skills in the field of Accounts, Sales and Office Automation is correctly utilized and enables me to grow professionally.

Work Experience:-

1) Currently Working as a Sales Executive Since June-2014 To Present Dubai , UAE.
Responsibilities & Achievements:

· Successfully developing and maintaining client’s relationship.
· To generate quality leads that result in sales. 
· Develop and execute sales/marketing proposals. 
· Build good relationships with potential and existing clients. 
· Work with team to achieve sales performance targets.
· Achieving business targets & revenue for our organization
· Handling for enterprises & consumer product with high Morality.
· Generate self leads to attractive customers.
· Co-ordinate with Managerial and company management.
· Reviewing team sales performance, aiming to meet or exceed targets.
· Representing the organisation at trade exhibitions, events and demonstrations
· Presenting the product or service in a structured professional way face to face.
· Gathering market and customer information.

· Acting as a contact between a company and its existing and potential market.

· Providing broadband connections for companies.

· Providing postpaid SIM facilities to enterprises and  personal connections.
2) Apr 2013 to April 2014- Working Lucknow- India as an Office & Account Assistant with following responsibilities,
· Handling of petty cash, maintaining the records of daily expenditure & accounts and Book keeping. Assisting in the process of Accounting and Auditing.
· Effectively looking after the business correspondence and all other necessities required for systematic office automation. Maintaining the stock of office supplies and stationery.
· Preparation and distribution of internal memorandums and notices. Liaising and Coordination among different departments, negotiation with several government and civil authorities.
· Assisting in Preparation of Quotations and Tenders with maintaining the commercial confidentiality, compiling the Contracts list and proper filing. 
· Reporting to the Office & Admin Manager, Finance Manager and ensuring their requirement are fulfill to the entire satisfaction in terms of smooth functioning of the Corporate Office.
3) Sep 2011 to Mar 2013- Worked as a Sales Executive and looked after the following duties,
· Skilled in developing the relationship with new clients, presentation and explanation of Sales and promotion.

· Expertise in Cold Calls and Prospecting. Achieved the Sales target set by the Manager.

· Responsible for maintaining the Sales and Revenue records on daily/weekly/monthly basis.

· Experience in maintaining strong customer relationship with problem solving technique and good aptitude and ensuring the total Customer Satisfaction.
· Maintained and upgraded a large Data base of existing/new clients.

· Actively involved in Promotional and seasonal advertisement of the product and marketing.
· Worked as Accounts assistant from July 2009 to June 2010 and looked after the accounting activities with general office management.
4) Summer Internship Training in June 2011.

Topic 

:  Investors preferences for Online Trading.

Role

:  Sales Trainee

Job Responsibilities:-


· Opening Demat Account.

· Call and fix up meeting for the product.

· Meet new clients for the product.

· Take the regular follow up to convert them into sales. 

· Upgrade old client.
Professional Training:

· 50 hours Insurance Training by RNIS in November 2005.
Educational/Professional Qualifications:
· Passed MBA (Finance, H.R) from U.P. Technical University, Lucknow, India in 2012.
· Passed B. Com from Lucknow University- India in year 2009.

Areas of Strength:
· Dedication and motivation to achieve high standards of service and professionalism.

· Possess excellent interpersonal, analytical, troubleshooting and Team working skills.
Computer Proficiency:

1) Platforms: Microsoft Windows® 2000, Microsoft Windows XP.
2) Experience of various MSoffice applications viz. MSword, Excel, Power point etc.
3) Experience of working on Tally.ERP 9 accounting software.

Other Details:
Date of Birth


:

29th July 1987

Marital Status


:

Single
Languages known


:

English, Hindi & Urdu.
Nationality



:

Indian


