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CAREER SNAPSHOTS
· Al Rama International Traders – Dubai, U.A.E – Sales Coordinator And Sales Executive  – October 2011 to June 2014.
· T. Choithrams & Sons – Dubai, U.A.E – Sales Stocker – July 2008 to October 2011. 
· J C Corporation - Shillong, Meghalaya, India – Assistant Accountant – June 2006 to        June 2008.

Key Accomplishments

· Provide truly professional customer service to achieve a high level of customer satisfaction and retention.
· Providing high quality service and keeping a good relationship with customers.
· Strive to execute all assigned tasks without errors.
· Cross sell bank’s retail products to the customers.
· Develop strong working relations with retail branches to maximize the business relationship.



KEY DELIVERABLES

From October 2011 to June 2014 with Al Rama International Traders – Sales Coordinator and Sales Executive.

Sales Co-ordinator Job:-

· Placing order with the Purchase Department.
· Prepare Quotations against price enquiries.
· Prepares and then follows up on any sales quotations made for clients, negotiating 
     terms with the client at a cost best suited for them.

· Maintain the sales database and prepare sales related reports as required.
· Actively supported company sales team – Coordinated sales details, pre-sale material 
          and arranging deliveries of Exports and Local Customers.


Sales Executive Job:-
· Liaising with suppliers to check the progress of existing orders.
· Arranging meeting with potential customers to prospect for new business.
· Gaining a clear understanding of customer’s business and requirements.
· Working as part of the sales team to develop both new and existing markets
· Negotiating on price and cost, delivery and specification with buyers and manager.
· Dealing with customer enquiries face to face or the phone. 
· To sell the company product to current and potential customer. 
· Making accurate, rapid cost calculations and providing customers with quotations B2B and B2C offline selling or direct selling to the consumer.
· Minimum customer visits, positive calls and average invoice value to be maintained. 
From July 2008 to October 2011 T. Choithrams & Sons - Sales Stocker.

· Stocked and maintained product display in acquiescence with company standards. 
· Maintained professional relationship with customers and co-orders. 
· Fulfil customer service needs.
· Give the right market feedback to the Retail Manager.
· Carry out activities appropriately in season to increase sales and sell.  
· Responsible for cleaning of shelves; stamps, marks or tag price on merchandise.
· Products Availability for day-to-day requirements.
· Stock maintaining in the supermarket.
· Responsible for checking expiry dates.
· Giving import and Local purchase orders.

From June 2006 to June 2008 with National J C Corporation, Shillong – Assistant Accountant.

· Computer Data Entry of Cash Vouchers in the computer.  
· Petty Cash handling.
· Follow up for collection of payments.
· Making payments to the suppliers after checking the credit terms.
· Assisting Chief Accountant and Accountants.
· Coordinating with site Project Managers and Supervisors.
· Handling Printing and Stationery.
· Maintaining Attendance Register and sending the attendance report to Personal Department.



ACADEMIC CREDENTIALS
· B. S. F. Higher Secondary School. (Commerce)  
· B.Com ( Final Year Exam to be given) 
 


IT KNOWHOW 
Good knowledge in following computer office packages: -
  MS Word
  MS Excel
  MS Outlook


PERSONAL DETAILS

Date of Birth	: 27 July 1986   
Nationality		: Indian	
Marital Status	: Single
Languages Known	: English, Hindi and Malayalam

									



