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AREAS OF EXPERTISE
Suggesting Products
New Product Launches

Customer Relationships 
Marketing Campaigns 

Administrative Support
Supplier Negotiation 

Demand Forecasting

Organising Meetings
Document Preparation
Handling Queries 
Client Retention

Customer Facing

Cross Selling

Executive Support

Direct marketing 

Market Expansion

Achieve Targets
Forecasting Market Trends 

Sales Operations  
UAE Laws & Rules
Account Administration 

Business Development

Strong Follow-Up

Competitive Profiles

Filing & Archiving

Database Marketing 

Presentations
Report Writing 
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Suleman
Suleman.203953@2freemail.com 

Sales Professional
PERSONAL SUMMARY
A customer focused and articulate individual who possesses a friendly and personable approach along with strong time management skills and the ability to listen carefully to client requirements with a real thirst to succeed and boasts a demonstrated track record of initiative, creativity and motivation. I have the entrepreneurial spirit to work in highly flexible, rapidly changing, ambiguous work environments. Having insatiable energy to produce results and being able to quickly build outstanding customer relationships, my contribution would be a valuable addition to any ambitious company.

Now looking for a position in Sales, one which will make best use of my existing skills and experience contribute to the company's growth, in turn ensuring personal growth.
WORK EXPERIENCE
Matalan,Dubai : UAE
 Sales Executive 
Eden robe: Pakistan 
Sales Assistant 

Junaid jamshed: Pakistan

Sales Assistant  
Working as part of a team and supporting the Customers, members and managers. Also help other departments to increase volume of sales and achieve the organizational goals.
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Duties:
· Resolve customer complaints via phone, mail, or social media.
· Provide guidance and assist sellers/buyers in marketing/purchasing property for the right price under the best terms.

· Greet customers warmly and ascertain problem or reason for calling.
· Intermediate negotiation processes, consult clients on market conditions, prices, mortgages, legal requirements and related matters to their benefit and ensure a fair and honest dealing.

· Utilize computer technology to handle high call volumes.
· Display and market real property to possible buyers.

· Maintain and update listings of available properties.

· Cooperate with appraisers, escrow companies, lenders and home inspectors.

· Develop networks and cooperate with attorneys, mortgage lenders and contractors.

· Promote sales through advertisements, open houses and listing services

· Remain knowledgeable about real estate markets and best practices.
· Work with customer service manager to ensure proper customer service is being delivered.

· Assist sales team by focusing on managing schedules and following up on sales quotations.

· Liaise between departments to provide support to sales activities

· Assess the progress of sales activities
· Interacting with guests regularly to gain feedback on quality & satisfaction.
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PERSONAL DETAILS
Muhammad Suleman
Deira
Dubai - U.A.E 

DOB: 15/08/1996
Sex: Male
Visa : Employment
Nationality:Pakistani 

Status:Single
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LANGUAGES
English

Urdu

Hindi

COMPUTER SKILLS

M S Office Suite
Online App

Sales and Billing App
E-mail Applications

Database App

PERSONAL SKILLS
Attention to detail Influencing skills  
Pro-active
Problem solver 
Self-motivated

Team player
· Organising special sales projects, such as new product introductions, sales promotions, advertisements, etc.

· Assist in devising and implementing sales strategies.  
· Follow up on all inquiries and prepare sales proposals.

· Perform sales reporting and analysis.

· Handle contract management and digital activities.

· Answer questions about warranties or terms of sale.

· Maintaining portfolio of clients for cross selling of bundled products. 

· Assist with placement of orders, refunds, or exchanges.

· Writing up accurate and grammatically correct sales correspondence.

· Ensuring that staff uniforms and personal appearance are always clean and professional.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Compile reports on overall customer satisfaction.

· Developing, maintaining customer relationships and managing portfolio of clients.

KEY SKILLS AND COMPETENCIES
· Ability to meet a constant stream of deadlines.
· Handling Cash.
· Ability to follow up with clients in a timely professional manner.

· Proven ability to work both independently and collaboratively with different levels of employees.
· VM(Visual Merchandising).
· Strong presentation and negotiation skills.

· Superb organizational and time management skills.
· Strong background in customer service
· Cashier.
· Trust worthy and able to work in highly confidential environments.

· Articulate with excellent communication and interpersonal skills.

· Superior analytical and problem-solving skills.
ACADEMIC QUALIFICATIONS
D.com:Diploma in Commerce 
Government College of Commerce,Jhelum.
SSC : Science
Government Comprehensive High School,Jhelum.
PROFESSIONAL QUALIFICATIONS
Microsoft Office Certification

REFERENCES – Available on request.
I here by declare that the above furnished information is true to the best of my knowledge and belief.
            





(s/d)


