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To prove myself with my qualities like Dedication & Marketing skills and to reach 

 The top rung of an Organization 
SYNOPSIS

Nearly 13 years of experience in Accounts & Marketing department. Presently associated with NEOTERIC INFOMATIQUE LTD., as Executive - Sales Support. Dedicated, self motivated, quick to take initiative, good interpersonal & Communication skill. Ability to function effectively in a complex environment. Ability to work under pressure. Possess a flexible & detail oriented attitude. An out-of-the-Box Thinker with a proven track record of increasing revenues, establishing dealers and creating a teamwork environment to enhance productivity.

ACADEMIC QUALIFICATION
· Bachelor in Commerce (March 2004) with specialization in Computer Science securing second class from Saurshtra University.
· Diploma in Computer Science from Saurshtra University.
PROFESSIONAL WORK EXPERIENCE

Since September 2012 to January 2015 associated with LTD, as an Executive - Sales Support (Ahmedabad - India)
JOB PROFILE:

· Consistently providing performance in sales.
· Driving business growth through identification and development of new Dealers for market expansion.

· Relationship management with customers & ensuring their satisfaction with quality and service norms for business retention through various Contract systems
Since November 2010 to September 2012 associated with Mittatax Export Pvt. Ltd., as an Account Officer. (Rajkot)
JOB PROFILE:

· Processing of all purchase bills received, verifying them and passing them for payment, making entries of the in Tally ERP software.
· Handling back office work & supporting HR department.
· Support in IT & Admin department.
· Handling Export documentation & shipment.
August 2007 to Oct 2010 associated with Birla Sun life Insurance Co. Ltd., as a Sr. Agency Manager, (Jamnagar)  
JOB PROFILE:
· Development of team.
· Team Recruitment and Handling entire team 
May 2006 to June 2007 associated with Chembond Chemicals Limited as Sales Executive Jamnagar Branch,
JOB PROFILE:
· Driving business growth through identification and development of new Retailers for market expansion.

· Relationship management with customers & ensuring their satisfaction with quality and service norms for business retention through various Contract systems
February 2002 to April 2006 associated with Gujarat Ayurved University as Junior Assistant/Accounts Clerk cum Computer Operator
JOB PROFILE:
· Support Accountant in preparation of Business Management Reports.
· Collection & Deposit of Cheques in Bank.
·  Data Entry 
·  Attaining & resolving Customer queries.
·  Entire Back Office work.
IT SKILLS

Operating Systems

: 
Windows XP/Ms-Dos. 

Applications


: 
M.S. Office & D.T.P.

Accounting Software 

:
Tally ERP 
Other knowledge

:
Internet 
PERSONAL DETAILS

Date of Birth
:
February 15th, 1983

Languages Known
:
English, Hindi & Gujarati.
Marital Status

: 
Married
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