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SUNIL                
    SUNIL.168149@2freemail.com                                                                               
Dubai, U.A.E.  

CURRICULUM VITAE
	 Career Profile 


	


· Excellent communication, negotiation& interpersonal skills, confident and poised in interactions with individuals at all levels, readily developing rapport with clients and colleagues.

· Self-motivated, responsible and dedicated individual, ensuring high level of confidentiality.
· Proactive ability to assess priorities & work on own initiative, manage multiple tasks & meet deadlines.
	 Work Experience 


	


	 Organization
	Designation
	Duration

	Dubai.
	Business Development Executive
	May 2012  -May 2015

	Key Information Technology, Dubai  
	Project Coordinator

Sales coordinator
	March 2010 – March 2012

October 2006 – March 2010

	AGL Logistics, Dubai 
	Sales Coordinator
	October 2005 – September 2006

	Prakash Airfreight (PAFEX),

Mumbai, India
	Administration Manager
	July 1998–   April 2003

	Hydroair Tectonics Pvt. Ltd, 

Navi Mumbai, India
	Administration Assistant
	August 1993- March 1997


·                                                                                                  ,Business Development ExecutiveMay 2012-May 2015

Dubai, UAE.
(A rapidly growing advertising company engaged into indoor and outdoor Digital printing, Flags printing, and in Wood, Acrylic & Metal fabrication works.
JOB  RESPONSIBILITIES :

· Source new projects, prospect potential clients & generate business opportunities to meet company’s goal
· Build& enhance relationship with new & existing clients

· Set up meetings, prepare presentations, Pitch Interior design, contracting & printing services to new clientsand fully engage them in order to sell our clientele services. 

· Understandclient’s requirement, pricing trend and accordingly coordinate with QS and Estimation department for the proposal to client,  ensuring maximum profit and revenue for the company.
· Drivethe sales process from inquiry to successful closing of the deal.

· Liaise with the design, production, project teams and relevant internal departments to ensure on-schedule completion of  project within budget and in accordance with contractual obligations.

· Follow up with client, mall management & Landlords for necessary permissions & approvals (drawings, samples, etc.) 

· Negotiate potential contract adaptations or extensions when needed.

· Coordinate with the finance team to follow up with clients on payments
· Track and report current status of potential projects, markets, creative trends. customer news, and developments
· Key Information Technology,
Project Coordinator
March 2010 – March 2012

  Dubai,  UAESales coordinator
October 2006 – March 2010
(A leading IT Solutions Provider in Enterprise Computing, Servers, Storage, Networking, Power Protection, Hospitality - PMS & POS, Systems Integration, Project Management, Software, Consulting and Outsourcing.)
JOB RESPONSIBILITIES

Responsible for Supply & successful installation of leading  brands like DELL, APC, ACER, MICROS-FIDELIO, MICROSOFT, CISCO, AVAYA. BARTECH NOVELL, TIGER, 3COM and ORACLE.
Joined asSalesCoordinator in October 2006, & Promoted as ‘Project Coordinator in March 2010
· Project Coordination

· Understand the property requirements & discuss on the prerequisite.
· Define  the scope of work & frame the statement of work with the client.
· Hand over pre-installation document along with the Staff Breakdown Sample.
· Create Project Plan & Roll out plan for the Corporate Implementation.
· Schedule Installers for various projects on variety of products, based on their skill set & timeframe.
· Keep track of the required License & Hardware for the concerned properties.
· Monitor / Supervise all the activities of the project like server setup, Database Configuration, application Training, Data Migration Hardware Deployment & Testing, Interfaces & Live Cover while implementation.
· Receive the weekly update from site & make the required amendments for the successful installation.
· Address the Exit Meeting with the Client along with the installation team on site &scan all the Queries / outstanding list encountered while going through the implementation.
· Coordinate with internal departments & also with the Third Party Vendor.
· Maintain & Update the Project Database on day to day basis.    
· Review the submitted Installation Protocol & Sign Off by the individual installers.
· Ensure the efficient and timely management of local external suppliers.
· Responsible for the planning & arrangement for the Overseas Installation.
· Ensure that the standard of implementation is managed for the successful installation.
· Supervise the Documentation & Installers Assignment SignOff.
· Sales Coordinator
· Successfully executing customer queries receivedvia phone, web & emails.

· Verifyingcustomers requirement, checking in-store inventory, preparing the MRF and coordinating with inventory department to ensure timely delivery to the customers
· Keeping a constant check on stock levels, projecting level of demand for services and products to meet the business needs and conducting research to ascertain the best products and suppliers in terms of best value, delivery schedules and quality;

· Liaising between suppliers, manufacturers, relevant internal departments and customers;

· Identifying potential suppliers, visiting existing suppliers, and building and maintaining good relationships with them;

· Verifying & Comparing quotations, Negotiating and agreeing contracts.

· Monitoring the progress, checking the quality of service provided by suppliers
· Raising LPOs, Sales order, Processing payments and invoices;.
· Coordinating with shipping agents for proper delivery.

· Updating daily Purchase &sales records, and price change information.
· Organizing & scheduling the drivers to ensure timely delivery of the goods.
· Maintain customer queries &complaints register 
· Liaise with the concerned departments and ensure that the queries & complaints are attended & resolved satisfactorily

· Building  strong business relationship with the customers. Instrumental in getting new orders and repeated orders from existing clients. 
· AssistSales / Marketing Executives to prepare quotation for customers.
· Participate in any project or carry out specific tasks as may be assigned by the Sales Manager from   time to time.

· AGL Logistics, Dubai,  UAE
  Sales Coordinator
October 2005 – September 2006
 (A solutions provider in transportation, logistics and supply chain management.
· Develop and maintain positive on-going relationships with all prospective clients. 
· Provide  rates and alternative freight solutions for potential clients
· Coordinate with branch offices & regional clients for their orders, shipping instructions & documentation requirements.
· Providing and/or directing general product /company information and technical support requests for customers and sales representatives.
· Consolidate and handle sea, air & land export shipments to all GCC & Middle East regions in order to meet customer requirements & brand positioning.

· Enter all requisitions in the database system for regional purchase orders as well as preparing all export documentation and coordinate with the warehouse for export loading schedules.
· Coordinate, prioritize, and schedule requests for delivery
· Negotiate freight rates and coordinate with shipping agents and third party forwarders to establish delivery /shipping schedules in order to meet seasonal requirements in all territories.
· Prakash Airfreight (PAFEX) 
Administration Manager


July1998–   April2003
Mumbai, India

Joined as a Customer Service Executive in 1998, promoted as a Operations Assistant and subsequently as aAdministration Managerin 2000.
· Generate marketing opportunities with new clients. Played a major role in negotiating price.   

· Develop sales strategies to ensure targets are met. 

· Provide customer service, sales and operational support for the ServiceCenter
· Research shipment tracking requests and providesfeedback; attempts to resolve misplaced shipments 

· Assist the sales/service team in operational procedures including sorting, loading/unloading activities, shipment processing and documentation, manifesting, bagging, sending shipment status information, and accepting/securing over-the-counter payment.
· Ensure customer satisfaction by answering customer calls and rapidly responding to inquiries or requests while maintaining a service-oriented, friendly and empathetic demeanor.
· Hydroair Tectonics Pvt. Ltd 
             Administration Assistant

August 1993- March 1997
Mumbai, India

Handled all administrative related works, including but not limited to the following.

· Typing & self correspondence

· Attending phone calls,  responding to queries, 

· Collecting quotation, negotiating & placing orders

· Purchase & disbursement of stationary & other consumables, maintaining a  record of the same

· Introduced a proper filing system.

	 Qualification  




· Graduate in Commerce (B.Com)  in the year 1994 
	 Courses/Workshops attended




· Certificate in Micros Fidelio Project Management course awarded by Director Project Management, Micros- Fidelio, Germany.

· Certificate in Microsoft Project 2007 Level 2 course conducted by ExecuTrain
	 Personal Information 


	


· Nationality                    
Indian
· Marital Status
Married  
· isa status
Residence visa (own)
· Languages known
Fluency in written & spoken English,Hindi, Marathi &  Malayalam
· Interests
Singing, Listening to music, sports, News reading.
	 Extra curricular Activities


	


Won  several  prizes in InterSchool  sports  competitions. Also participated in the Maharashtra State Athletic meet in the year 1986. Won Championship trophy of the school in the year 1986.
* * *
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