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PERSONAL DATA
D.O.B.: 07/30/1978
Sex: Female Nationality: Indian
Visa Status: Husband Sponsor
LANGUAGES KNOWN
English (Read,Write, & Speak)
Hindi(Read, Write, & Speak) TELUGU(Read, Write, & Speak)

	Gulfjobseeker.com CV No: 1341342

Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php

	
	AREAS OF EXPERTISE

	
	· Office Management and Administration
Customer/Client Relation

	
	CAREER SNAP SHOT

	
	Dec’ 2010 to Till Date ATOP COMPUTER SOLUITON LLC, Dubai, U.A.E June’2007 to Nov’2010 AL AQILI GROUP OF COMPANIES, Dubai, U.A.E. Oct’2006 to May’2007   FIRST GULF BANK, Dubai,U.A.E.


	
	PROFESSIONAL EXPERIENCE

	
	Sales Coordinator & Customer Service & Admin
(Dec 2010 – Till Date)
ATOP Computer Solution LLC
Dubai, U.A.E. As Sales Coordinator:
· Deal with the customers via emails, over the phone, or face to face
· Follow-ups with Sales order / Quotation by email, fax & over phone.
· Listen to the customer queries patiently and solve it. If the problem doesn't seem to solve, then forward the problem to the superiors.
· Respond to the problems of the customer promptly.
· Look after the customer accounts and update their transaction status.
· Draft the necessary documents, letter /statements, as required by the customer.
· Maintain records of interactions with the customers in an orderly manner.
· Coordinate with the internal department to find solutions and resolve matters.
· Maintain a follow up on the customer, whose query you had solved. Ensure they are satisfied with answer.
As a Admin
· Provide accurate, efficient and committed office work support to the senior management.
· Manage all support services for the entire office.
· Help in preparing documents, briefing papers, reports and presentations.
· Collect, organize and summarize information as requested.
· Sort out all incoming / outgoing mails and correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned.
· Draft memos and letters for internal and external correspondence and keep records of the same.
· Take care of the confidential files, matters and documents. Uphold strict confidentiality thereof.
· Manage Senior Manager’s diary: schedule and duly organize appointments, events and meetings.
· Organize details of travel arrangements including flights, visas, accommodations and car hire. Accordingly prepare, compile and maintain records and vouchers.
· Coordinate and organize internal or external meetings, presentations, conferences.
· Tracking and following up the outstanding payments and coordinating the payment releases

	PROFESSIONAL EXPERIENCES
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Sales Coordinator &  IT Assistant
(June 2007 to November 2010.)

	Al Aqili Group of Companies
Dubai, U.A.E.
As Sales Coordinator:
· Checking day-to-day operations of a retail store& all employees working report.
· Processing incoming sales orders and handled customer-related issues.
· Preparing Sales Quotation and following with final confirmation from customer.
· Communicate on time with the customer.
· Maintaining sales order record every day
· Handover to accounting department for credit or debit to be issued.
· Taking care of sales in Duba i Branch, Abu Dhabi Branch and Bahrain Branch.
· Performing customer issue analysis &driving resolution as required.
· Ensuring no past dues come in from the customer side and payments are made on time.
As IT Assistant:
· Using Navision Software (ERP) creating barcode for the new items in the system and uploading the system. And updating daily Sales Order in the software.
· System wise Delivery, once delivery note is received from the store.
· Transferring items from one intercompany to other Inter company.
Sales Executive
( October 2006 to May 2007)

	First Gulf Bank
Dubai, UAE.
Worked as a Sales Executive in Credit Card Department, Deira Dubai, Since
· Calling the customers and Enquiry their details.
· Handling the customer credit card sales Application.
· Before submitting to section head checking with supporting document


	QUALIFICATION & SKILLS
Educational Qualifications:
MCA (Master of Computer Application) - Osmania University-75 %- Hyderabad, India.
B.Sc.(Computer Science) - Osmania University-72%- Hyderabad, India
I.T. Skills
C,C++,JAVA,.NET ,MS Office Word, Excel, PowerPoint, Access etc.
Language Known
English(Read, Write & Speak )Hindi(Read, Write& Speak)
Telugu (Read, Write &Speak)
Tamil (Speak)
Interests & Hobbies
Reading Books, Watching News

	Indian
Married

Female Husband Sponsor

D.O.B. 30/07/1978
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