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Objective:

Looking for an organisation that will offer me an opportunity of growth and learning in a challenging environment where I can leverage my present skills while adding new ones.

RELEVANT EXPERIENCE

· Coordinator in Administration, Marketing &Saleswith over one and half years of experience.  Expertise in all aspects of in-house coordination, quotation and proposal preparationreporting and client management.
QUALIFICATION SUMMARY

· High-energy administrative, dependable professional with good judgment and wisdom with Post Graduate Diploma in Management – Marketing & HR
· Strong ability to read and understand given situation and ability to apply solutions to produce answers that make sense

WORK EXPERIENCE

GREEN PARKING –FUTURE LINK, DUBAI
Sales & Marketing Support Officer


(April, 2015 – September 2015)
GreenParking is recognized as the best parking expert in the UAE. GreenParking has been in the UAE market as a division under Future Link since 1996 and have been known as the only parking company in the Middle East that represents a one-stop-shop for all parking oriented products, services & solutions starting from design, consultancy, supply & installation of parking equipment, and up to providing Parking Operations & Valet Parking services. 
Major responsibilities, accomplishments and achievements:
· Prepare quotations & proposals based on RFQ

· Disseminate information regarding new projects in the UAE, competitors & suppliers

· Identify or monitor current and potential customers

· Maintain or update databases, dashboards, systems.

· Manage timely flow of business intelligence information to users.
· Maintain library of model documents, templates, or other reusable knowledge assets
· Communicate with customers, competitors, suppliers, professional organizations, or others to stay abreast of industry or business trends
· Collect business intelligence data from available industry reports, public information, field reports, or purchased sources

· Analyze technology trends to identify markets for future product development or to improve sales of existing products

· Analyze competitive market strategies through analysis of related product, market, or share trends

INAYA FACILITIESMANAGEMENT SERVICES (A MEMBER OF BELHASAGROUP) DUBAI

Marketing/ Sales Coordinator



(September, 2012 – February, 2014)
Part of Belhasa Group, Inaya Facilities Management Services is one of the UAE’s most established facility management firms with more than a work force of 200 people. The Company manages from residential and commercial through to large-scale retail properties. Inaya Facilities Management Services develops, manages and executes FM strategies to maximize the performance and lifecycle of client assets.
Major responsibilities, accomplishments and achievements:

· Prepare quotation based on RFQ

· Liaising and networking with customers, colleagues, suppliers and partner organizations

· Managed customer account database and maintained client contracts files & competitors information
· Provided back support to the sales team by authorizing and sending customer price quotations and general correspondence via letter, fax, and email relating to pricing and general sales and service in consent with Department Manager

· Screening sales calls and visits of the team and generating necessary reports for the Management

· Interacted with multiple departments including Production, Accounting and Marketing after raising LPO

· Coordinate flow of information and communication and disseminate it according to plan/strategy

· Create and distribute customer surveys

· Acquired comprehensive product line knowledge and ability to quickly assess customer needs and develop full-service offerings

· Producing additional marketing communications, such as flyers, brochures and exhibition-related projects

· Assisting with the copy writing of marketing materials

· Writing reports, company brochures and similar documents

· Assessing the results of a marketing campaign

· Provide administrative support to the Marketing department including filing, coding invoices, mail distribution, updating the collective marketing calendar, coordinating meetings

· Ensure service requests are coded accurately

·  Ensure monthly management report inputs are accurate & submitted by the first of every month

·  Ensure feasible customer complaints are resolved 100% within specific time line as detailed in addendum on a daily basis

· Proficient in human resources management, experienced in managing duty rotations for staff & technicians, able to read & understand human behavior

· Successful coordinator between management & technical staff

EDUCATIONAL QUALIFICATION

· Post Graduate Diploma in Management - Marketing, HR - DCSMAT BUSINESS SCHOOL
· Bachelor of Commerce – University of Kerala

OTHER SKILLS

· Proficient in English, Hindi, & Malayalam languages

· Strong oral and written communication skills 
· Ability to learn new languages

· Proven ability to work calm under pressure

· Excellent interpersonal skills with people in all levels of the organization

· Good working knowledge on Microsoft Office and internetapplications
· Good knowledge of all latest information technologies, able to work in fully computerized environment
INTERESTS
· Amateur writing

· Travelling

· Reading books

· Culinary adventurer
PERSONAL PROFILE

· Nationality
:Indian

· Gender 

: Female

· Date of Birth
:October  1989
· Visa

:Residence

· Marital Status
: Married
· UAE Driving License: Yes
