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              CURRICULUM VITAE

Jaleel
Jaleel.179311@2freemail.com    
 


CAREER OBJECTIVE: 
Obtaining a Manager position in Business Development/Sales/Marketing which offers challenge, growth, and carrier opportunity in a results-oriented company that seeks an ambitious and carrier conscious person, where acquired skills and education will be utilized toward continued growth and advancement.
PROFESSIONAL EXPERIENCE  
From Feb - 2014 to till Date :  Al Nab’a Supplies & Catering Services LLC

Position Held                         :  Senior Business Development Officer
Duties and Responsibilities
· Identify new business opportunities by identifying prospects and evaluating their position in the industry; researching and analyzing sales options. 
· Arrange meetings with potential customers to prospect for new business to ensure that all work is carried out as per the contract and client specification.
· Close new business deals by coordinating requirements; developing and negotiating contracts; integrating contract requirements with business operations.
· Study the tender documents and prepare a detailed Tender as per the requirements in the tender documents which are largely dictated by the prospective customer.
· Identify and target influential people inside the client, customer and third party organization and builds relationships with them.
· Manage effectively the sales process through prospect development / tender receipt, proposal, presentation and closing negotiations.
· Ensure company pro-forma process is accurately completed for all proposals and new business gains.
· Support contract compliance through the negotiation of company contractual and payment terms, ensuring all aspects are understood and accepted.
· Ensure contract profitability through a commercial evaluation, and a full understanding of risks and liabilities, prior to presenting written sales proposals.
· Ensure successful sales and business mobilization with early achievement of both the required financial run rates and quality standards.
From July - 2011 to Dec – 2013   :  Sodexo - Qatar 
Position Held                                   :  Commercial Officer 

Duties and Responsibilities
· Generate new sales enquiries and adding new customers to the company database on regular basis.

· Support mobilization of new business with agreed handover to Operations to maintain and develop close client relationship of new contracts.

· Identify product improvements or new products by remaining current on industry trends, market activities, and competitors.
· Close new business deals by coordinating requirements; developing and negotiating contracts; integrating contract requirements with business operations.
· Maintain relationships with clients by providing support, information, and guidance; researching and recommending new opportunities; recommending profit and service improvements.
· Study the tender documents, highlighting and preparing major requirements in tender submission.
· Review the tender documents and ensure that all data required for pricing are available in the documents.

· Prepare tender queries for missing information/drawing or any contradiction between the documents.

· Ensure that all other departments such as Administration, Operations and Finance understands the adhere to Contractual Obligations, reflecting them accurately.

From Jan 2010 to June 2011
  :   Sea View Hotel, Dubai - U.A.E.
Position Held                              :    Front Office Supervisor
Duties & Responsibilities
· Control the preparation of room occupancy forecast on a daily, weekly and monthly basis.
· Liase closely with other Departments and emphasizes on excellent inter-departmental relations considering other departmental procedures and policies.
· Personally and frequently verify that guests in his operation are receiving the best possible service available.
· Responsible that employees project professionalism and are well trained and provide friendly and efficient service.

· Periodically inspect rooms to ensure cleanliness and well maintained rooms, patrol assigned areas frequently to ensure cleanliness and well maintained areas.
· Ensure that corporate, divisional and departmental policies and procedures are adhered to at all levels.
· Entertain regular and potential clients and maintains excellent guest relations.
· Ensure that all areas of responsibility are properly staffed, supervised and operating smoothly.

· Ensure that guest history record is up-to-date at all times and receiving and processing reservations.
· Assist in creating, implementing, and achieving the departmental budgets for the Front Desk, Reservations.
· Responsible for promoting the hotel core values: Honesty, Personal Integrity, and Team before Self.
From Aug 2008 – Oct 2009   :     Akbar Travels Of India Pvt. Ltd,                                                                
Position Held                          :     Customer Service Representative  
Duties and Responsibilities

· Ensure Customer Service follow-up methods and procedures are complete and meet time standards.
· Make a good relationship with the customers and responding for acquiring more business to the Company.
· Manage client adjustments, claims, quotations, and process customer orders with regard to all groups and departments involved in customer orders, processing and support.
· Liaise with customers, processing customer orders, supporting sales and marketing departments, dealing with adjustments, escalating any complaints and Updating database.
· Recommend potential products or services to management by collecting customer information and analyzing customer needs.
· Manage the Client Services Coordinators (creates staff schedules, manages workflow, handles staffing and employee issues, enforces departmental policy and procedures, is a best practices example for Client Services Duties, etc).
· Accurately perform registration process for new and existing clients schedules appointments according to established procedures.

· Lead and motivate staff in handling change, building trust, and partnership to encourage and build a team environment.

· Perform timely performance evaluations, as well as appropriate disciplinary actions. Evaluate all Customer Service Staff on communication skills and technical knowledge.
EDUCATIONAL QUALIFICATION

· M.B.A - Marketing (2006-2008)

Visveswaraya Technological University, Bangalore-India.
· B.Sc. Statistics (2003-2006) 

University of Calicut, Kerala-India.

INDUSTRIAL EXPERIENCE
· I have successfully completed an Organization Study on production process and functioning of each departments in KELTRON ELECTRO CERAMICS LTD (In Plant Training) at Kuttippuram, Kerala – India in June – 2007.

· I have successfully completed Corporate Exposure Learning (CEL) on Research on Customer Satisfaction Towards South Indian Bank at Changaramkulam, Kerala – India in February - 2008; where I prepared the findings as well as suggestions to improve the business as per the situations. 
TRAINING COMPLETED
· I have participated one day program on International Marketing held on 29th March – 2008 from Department of Management Studies in Reva Institute of Technology & Management, Bangalore - India
IT FORTE - Proficient in MS Office, Internet and Email Applications

SKILLS 
· Excellent communication skills.

· Expert negotiation skills.
· Excellent Client relationship skills.

· Analytical and problem solving skills.
· Excellent interpersonal skills

· Team building skills

· Decision making skills

· Professionalism and cordiality.
· The capacity to adequately handle work stress.
PERSONAL PROFILE


Date of Birth

  :
31/05/1985


Nationality

  :
Indian 


Sex 


  :
Male


Marital Status 

  :
Married

Religion 

  :
Islam


Languages Known
  :
English, Hindi, Arabic, Tamil & Malayalam
           Visa Status

  :
Employment

Driving License
  :
Valid GCC Driving License in Oman
DECLARATION

I hereby declare that the information mentioned above is honest and true to the best of my knowledge.[image: image2.jpg]



