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· 6 Years of experience in Adnoc Sales Attendant & Shift In Charge. 
· 3 Years of experience in Van sales Driver. 
· Exposed with different office atmospheres and market which gave me a wider scope and knowledge. 
· Have excellent customer service 
· An independent and self-motivated professional & able to grow positive relationship with clients and colleagues at all organizational levels. 
· Works well in both team environment and individual assignment. 
· Young, energetic and enthusiastic with refined manners. 
· Self-motivated and ambitious with strong desire to succeed. 
· Adaptability and flexibility 
· Goal oriented working to accomplish the assigned tasks on time 
· Highly proficient in MS Office Applications. 
· UAE License Holder 
WORK EXPERIENCE
Light Vehicle Driver
BEST FOODS  -  Dubai - 2009 to 2012
Responsibilities:
· Deal with client's payment with regards to their mode of payment. 
· Regularly updating client information, preparing detailed report of leads received / follow ups made / deals closed / timely and accurate updating of sales activities. 
· To carry on the other activities assigned in order to improve the process as a whole. 
· Making Daily Count Report & sending it to the Team leader on day-to-day basis. 
· Created new business relationship & achieved the targets. 
· Maintain the existing clients. 
· Process sales orders accurately & timely. 
· Client Relationship, customer service and office related works. 
STRENGTH
· Have ability to cope with every challenging situation. 
· Excellent communication skills, time management and pressure handling. 
Sales attendant & Shift In Charge
ADNOC Distribution  -  Abu Dhabi - 2003 to 2009
Responsibilities:
· Excellent Knowledge for Unloading Petroleum products. 
· Co-ordinate all administrative and business details and make sure that they are properly done without delay. 
· Supervise and coordinate activities of staff. 
· Responsible for handling queries through faxes and emails. 
· Draft letters & reports on behalf of the company. 
· Prepare internal memos and businesses letters. 
· Maintain and control confidential files and records. 
· Assist various departments with administrative tasks, as requested. 
· Performs other related tasks as may be assigned by the immediate superior from time to time. 
EDUCATION
S.S.L.C
KERALA STATE BOARD
ADDITIONAL INFORMATION
CORE COMPETENCIES:
· Excellent communication 
· Technically proven results oriented professional 
· Expertise in sales & marketing 
· Remarkably good interpersonal skills 
· Excellent team player 
· Customer Support and Retention 
· Initiates tasks independently 
· Cross Cultural Communications 
· Handle customer complaints 
· Willing to take challenges and work load COMPUTER SKILLS 
· Proficient user of windows 98, 2000, XP. 
· Good knowledge of MS Word, MS Excel, MS Power Point, MS Access, Microsoft Works Documents 
