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SUMMARY
Over 8 years experience in administration, sales & service coordination in different organizations. Handling sales, stock & service MIS, Sales & Marketing related calls, Office Administration & Office Correspondence, Stock Management, Order management & payment management, Answering Internal & External queries. Managing attendance records and communication, To take and process quotation requests from customers and actively seek the conversion of inquiries to orders and act in a customer service role.
WORKING EXPERIENCE

· Organization
: Inmito Meditech Pvt. Ltd, New Delhi, India.


Designation
: Admin.  & Sales Coordinator



Duration
: March, 2013 to till date 
Company profile: Inmito Meditech Pvt. Ltd. is a distributor for medical devices dealing in Neuro 
Surgery & Interventional Pain Management (Cosman-US, Hydrocision-US, 
 
 Inomed-Germany and Tricumed-Germany).
JOB RESPONSIBILITIES:
· Preparing quotation, purchase order, tender documents & bank guarantee. 

· Maintaining file and update all records Indent, Sales, acknowledgement and installation report.
· Coordinating for material dispatch, delivery, demonstration & service schedule after sales in warranty periods as well after warranty breakdown machine follow up for repair.
· Preparing machines & documents for dispatch (i.e. misc. accessories, user manual, challan, invoice, packing list, customer PO & warranty certificate etc.) physical verification as per the packing list & maintained the same.
· Coordinate with sales team to deliver the material to respective site as per the supply order. 
· Preparing monthly MIS sales, Service, stock, outstanding payment and submit to the management.
· Stock maintained & ensure that the physical stock match as per system and short items process for new order.

· Maintained the contact data sheet of customers, vendors and time to time update the same.
· Ordering and raising indent for stationery, printing documents like letterheads, envelopes, visiting card, ID cards and other items of day to day consumption and keeping sufficient stationery stock.

· A register has to be maintained for all in-house material issued to employees for official use. 
· Responsible for payment of utility bills, rent agreement, travel expenses & petty cash. 
· Keeping record of Speed Post, Courier Incoming, courier outgoing & distribution of courier to the respective department.
· Organization
: Fanar Al Arabia Group, Al Jubail, Saudi Arabia


Designation
: Sales Coordinator 


Duration
: April, 2009 to Feb 2013 (2 Years & 11 Months)

Company Profile: Construction Contractor, Building Materials Trading and Heavy Equipments 
Rental (Crane, Forklift, Tower light, Generator, Bobcat, Truck, Trailer, Concrete 
Mixer/Vibrator, Tanker etc.)
JOB RESPONSIBILITIES:

· Preparing quotation and purchase order for industrial & heavy equipments.

· Preparing time sheet against rented equipment and raised the invoice base of time sheet. 

· Rented and stock equipments scheduling, planning and updating status of equipment and inform to sales team & management. 
· Coordination with sales team as per management direction for hire third party equipments and scheduling for rent.

· Coordinating with service engineer for breakdown machines repair and replace  follow up the same.

· Taking price from vendor suppliers for quote/order. 

· Vendors/Suppliers data updating & customer feedback follow-up.

· Due payment follow-up, collection & report submit to the Director.
· Organization
: RK Force Motors Ltd.


Designation
: Office Assistant 



Duration
: April, 2005 to March, 2009 (4 Years)

Company Profile
: RK Force Motors Ltd. is a distributor company for heavy commercial vehicles (MAN) 
  in north India.

JOB RESPONSIBILITIES:
· Administration support for day to day work in head office.

· Ensure all the stationery & housekeeping materials stock.

· Staff ID/Uniforms/ Transportation arrangements.

· Office documents and records maintain and upkeep.
· Ensure smooth functioning of office equipments.

· Placing order for maintenance office equipments & office premises.

· Visa processing from concerned Embassy for MD & GM tour programs.

· Accommodation arrangements for foreign and domestic guests.
· Co-ordinate between Head Office & Branches.

· Preparing monthly utilized report of office equipments, stationery, and maintenance.

· Price negotiation from vendor suppliers for quote/order.

EDUCATION

· Bachelor of Business Administration - CMJ University.

· Senior Secondary School Certificate (12th) – National Open School 

· Secondary School Certificate (10th)  – Central Board of Secondary Education

COMPUTER EDUCATION

· Diploma in Computer – Indira Gandhi National Open University,  New Delhi

PERSONAL INFORMATION


Date of Birth
: 05/01/1980


Sex
: Male


Marital Status
: Married


Religion
: Hindu

Nationality
: Indian

Language known
: Hindi, English, Arabic.
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