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SALES CO-ORDINATOR
Executive Summary
· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· 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.

· Organizing sales promotional campaigns.

· Contacting potential customers to arrange appointments.

· Speaking with customers using clear and professional language.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sakes orders or delivery dates.

· Responding to sales queries via phone, e-mail and in writing.

· Accurately analyzing and assessing statistical data.

Core Competencies

Accounting–Customer Service -Delivery Coordination – Marketing – Stock management-Sales coordination- Organising Staff
Professional Experience

HORECA Express – HORECA Trade

Bidvest group of companies (January 2013 – Until date)
· Preparing business reviews

· Daily sales report

· Co-orinating the sales staff

· Delivery schedule management

Computer Hardware Technician - Varna Systems, India – (October/2007 – November/2008) 
· Servicing System
· Software Installation
· System Assembling
· LAN Troubleshooting
Marketing Executive - CADD Center, India – 1 Year – (January/2010 – March/ 2010) 

· Achieve Set Marketing Targets

· Plan activities and promotions

· Conduct Market Watch 

· Directly coordinate with Customers 
Salesman - Chungath Jewellery - Kerala, India – (August/2011 – September/2012) 
· Reported to sales Team Leader

· Ensure daily, weekly and monthly sales targets are met.

· Professionally interact with customers

· Prepare invoice and collect cash incase cashier is absent.

Computer Proficiency & Technical Skills
· Microsoft Server 2000/2003/2008

· Microsoft Vista/XP Professional/2000/98/DOS
· Microsoft NT 4.0
· LAN Novell Netware 4.0
· NIS1, NIS11 MS Office 2007/2003/XP/2000/97

Academic Credentials

· Bachelor of Commerce, Calicut University 

· Microsoft Certified System Engineer, Government (India) Industrial Training Institute 

Personal Details

Place & Date of Birth


:
India, 18-10-1989

Sex




:
Male

Marital Status



:
Single

Nationality



:
Indian

Language Known


:
English, Malayalam & Tamil
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