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 Knowledge in sales and admin with 10 years of highly Rich Experience a greatly qualified Commerce personnel
	
	

	
	


Professional Key Skills
· A highly experienced and results-driven professional with a comprehensive and diverse skill set developed. Strategic solutions provider with outstanding coordination among team members and various vendors and clients. Possesses excellent organizational and interpersonal skills and the ability to communicate successfully. Consistently demonstrates the highest levels of motivation and professionalism and is able to learn quickly and respond efficiently to a wide range of business challenges.
· Able to identify opportunities to enhance the client experience and deliver results at maximum satisfaction level of client.
Academic Credentials
· P.U.C.- Karnataka Board in 2002
· Bachelor of Commerce – Karnataka Board in 2005
Technical Skills

· Completed DIPLOMA In Office Automation in Indian Computer academy in the year of 2005
Extra-Curricular Activities
· Participated in NSS camp-National Service Scheme in the year 2002
Work Experience

Distributor in Crystal Shine Systems (3M vehicle polish & engine additive) in Mangalore, India                                                                          




                                                                 (Jan‘2014 to till Date)
· Attended seminars and exhibitions related to 3M products

· Handled the tasks of distributing 3m products to Showrooms

· Responsible for handling logistic issues like hiring drivers, delivery and placing orders correctly and accurately

· Responsible for visiting various clients regarding advertisement of new 3M products

· Handled the tasks of taking orders and maintained record of the same

· Responsible for handling customer queries related to product and delivery

Showroom Manager in Airtel (V Care Communications), Mangalore, India
                                                                                                                             (March 2009 to Sep2013)
· Responsible Office maintenance which includes proper functioning of various office equipment, supervision of housekeeping and maintenance of various office registers

· Actively maintenance of accounts, responsible for account receivables, payables, cash and fund flows

· Support smooth functioning of finance department by ensuring timely receipt of collection & account reconciliation

· Monitor and control collection process effectively.
· Vendor Management: (PO preparation, Bills checking, Payment follow-ups, etc.) 
· Claim and settle various company bills.
· Assist in developing, implementing, maintaining and reviewing of company policies, 

Rules and regulations in compliance with all applicable employment laws, statutes and 

Regulations
·  Provide support for manpower planning, recruitment and selection process;

·  Handling payroll including statutory deductions

·  Assist to conduct orientation / Introduction for new employee; 

· Assist to organize employee community & recreational activities; 
· Handle  documentation such as routine reports, insurance policies & claims etc.;
Cahier in Airtel,“Benchem India Pvt. Ltd.”  Mangalore India
                                                                                                                             (April 2007 to Feb 2009)                                                                                                                             
· Actively participates in day-to-day activities of the department, regarding keeping business books and accounting documentation

· Introduce and maintain accounting systems, and advising on the selection and application of computer-based accounting systems

· Responsible for account receivables, payables, cash and fund flows
· Evaluate receivables quality and recommend and support appropriate provisions. Maintain support for current provision on an on-going basis.  Recommend write-offs when necessary
· Maintain financial close procedures and timetables and execute monthly financial close
Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments
Sales Executive in Reliance Communication, Mangalore India










(May2005 to March 2007)
• Makes telephone calls and in-person visits and presentations to existing and prospective customers. 


                                                                                                                                            • Researches sources for developing prospective customers and for information to determine their potential. 





                                                                                              • Develops clear and effective written proposals/quotations for current and prospective customer           • Expedites the resolution of customer problems and complaints. 

                                                                           • Coordinates sales effort with marketing, sales management, accounting, logistics and technical service groups. 






                                                                                                                      • Analyzes the territory/market’s potential and determines the value of existing and prospective customers value to the organization. 

                                                                                                        • Creates and manages a customer value plan for existing customers highlighting profile, share and value opportunities. 





  • Identifies advantages and compares organization’s products/services. 


                                                 • Plans and organizes personal sales strategy by maximizing the Return on Time Investment for the territory/segment. 






  • Supplies management with oral and written reports on customer needs, problems, interests, competitive activities, and potential for new products and services. 




Personal Information
Date of Birth

: 
5th October 1984 
Sex           

: 
Male
Nationality

: 
Indian
Marital Status
             :            Single
Languages Known
: 
English, Hindi, Kannada, Tulu
