Gulfjobseeker.com CV No: 1475622
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Visa Status: UAE Long Term Tourist Visa 
[image: image1.jpg]


[image: image2.jpg]



Seeking a Mid/Senior Level Career
Key Competencies: Coordinating Training, Events and HR, Overall Administration, Business

Development, Customer Service, Retail Store/Back-end Operations
Career Overview
A young, career oriented, passion to excel and committed personality with over 13 years of experience in Overall Office Administration, Training & Events Coordination, Learning and Development, Direct Marketing in Sales and Store operations of Luxury and Premium branded Retail chains.
Core Strengths
	•
	Strong Administrative Skills
	• Excellent Computer Skills

	•
	Creative Problem Solver
	• Time Management

	•
	Leadership/Communication Skills
	• Training & Development

	•
	Highly Self-Motivated
	•
	Store Operation Skills

	•  Sales & Marketing Skills
	•
	Business Development


Accomplishments
· Earned highest marks for customer satisfaction, company-wide. 
· Consistently generated additional revenue through skilled sales techniques. 
· Involved in overall office administration and trained new staffs. 
· Researched, calmed and rapidly resolved client conflicts to prevent loss of key accounts. 
Professional Experience
Sr. Training & Events Coordinator (Overall Administration)
December 2011 to December 2014
Collaboration, Management and Control Solutions (CMCS)
Dubai, United Arab Emirates
CMCS is a Training & Software Consultancy who deliver Project Management related trainings and selling software’s like; Oracle Primavera, Deltek Acumen, Tilos, Asta Powerprojects etc., Over the past 30+ years, the CMCS team has served 2,500+ clients in 40+ countries in the Middle East, Asia, Europe, Africa and the Americas attaining 55+ performance achievement awards.
Roles and Responsibilities
· Direct the training division and promote all academic training courses in UAE and in the Middle East. 
· Managing schedules, coordinating dates with consultants and arranging logistics for the training. 
· Performing office administration duties related to training such as training forms, certificates etc., 
· Encourage the growth and keep on developing the client relations to retain the business. 
· Conduct marketing activities, including maintaining an effective web presence; developing and maintaining email lists and social media. 
· Thoroughly take the customer feedbacks to serve them better and not to repeat the flaws. 
· Creating, Developing & Scheduling Mass Email Campaigns. 
· Generating new leads through professional networks and company websites; keep filtering and retaining the existing database. 
· Keeping deep eye on competitors and their offerings, implement such activities as per company standards and policies. 
· Targeting individual sales for Public trainings as well as Companies for Corporate trainings. 
· Had good relationships with Star hotels in UAE, for conducting trainings with best venue to attract clients. 
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· Coordinating with administrative assistants to conduct the course. 
· Interviewing and Outsourcing the Freelancer Trainers and make them understand about the company, clients and training courses. 
· Budget perfectly for the clients for their training needs and continue follow ups with them to conclude it. 
· Meeting with High-end clients at the right time and understanding their needs, advising the training programs for their employees 
· Providing, pricing the proposal and leave them satisfied within their budget. 
· Advising and training other territory staffs to follow the CMCS Standards, assisting them in all related enquires. 
· Conclude agreement with organizations/associations, training institutions to market CMCS brand and sell a training matching the market requirements. 
· Manage sales efforts in the Middle East region including but not limited to: Registering our Middle East offices with Governmental bodies, Oil & Gas industries, training the new staff, delivering presentations, following up on monthly reports, ordering the training manuals & delegate’s feedback. 
Department In-Charge March 2009 to October 2011 Home Centre, Landmark Group
Doha, Qatar
Home Centre is part of the Landmark Group of companies, an international, diversified retail conglomerate that encourages entrepreneurship to consistently deliver exceptional value since 1973. With more than 75 stores across the GCC, Egypt, Jordan, Lebanon and the Indian Subcontinent, Home Centre offers an exhaustive and impressive range of furniture, home furnishings, home accessories, bed & bath and kitchenware. An International Retail Store in Doha, having 82,975sq.ft for Furniture & House hold products.
Roles and Responsibilities
· Approach and Assist customers in a friendly, proactive manner using coached selling skills to maximize sales. 
· Answered questions regarding store and products, while maintaining knowledge of current sales and store promotions. 
· Maintained up-to-date knowledge of store policies regarding payments, returns and exchanges. 
· Computed accurate sales prices for purchase transactions. 
· Conducted weekly walkthroughs with the Store Manager to discuss all interior visual displays including store window presentation. 
· Worked as a team member performing cashier duties, product assistance and providing excellent customer service. 
· Organized store merchandise racks by size, style and colour to promote visually appealing environment. 
· Generated sales and inventory reports in Excel with data from a variety of sources, maintaining 100% accuracy rate. 
· Guaranteed positive customer experiences and resolved all customer complaints. 
Senior Fashion Consultant February 2008 to February 2009 Bossini, Landmark Group
Bangalore, India
Bossini International Holdings Limited, or Bossini, is a worldwide garment distributor and retailer headquartered in Hong Kong. It offers a range of casual wear apparel products, including ladies, men's, and kids wear under its Bossini brand name. Landmark Group took the franchise rights in some of the metro cities in India like Chennai, Coimbatore, Bangalore, Mumbai and Pune.
Roles and Responsibilities
· Greeted customers entering the store to ascertain what each customer wanted or needed. 
· Provided an elevated customer experience to generate a loyal clientele. 
· Earned management trust by serving as key holder, responsibly opening and closing store. 
· Implemented new processes and systems for improving customer service satisfaction. 
· Communicated with vendors regarding back order availability, future inventory and special orders. 
· Designed and suggested new display idea for merchandise, resulting in improved customer view/accessibility and leading to increased sales. 
· Received multiple reviews acknowledging my level of dedication to excellent customer service. 
· Organized weekly sales reports for the sales department to track product success. 
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Fashion Associate July 2006 to May 2007 Scullers Club Store
Chennai, India
Future Lifestyle Fashion is an integrated fashion company operating over 4 million square feet of retail space and is backed by over two dozen domestic and global fashion brands which also have their independent distribution network.
Roles and Responsibilities
· Achieved the good sales targets. 
· In-charge of Visual Merchandising, maintaining the inventory & ordering the stocks as per the store needs. 
· Providing personalized services to the customers & maintaining the customer records. 
· Training & Motivating the new staffs. 
· Developed highly empathetic client relationships and earned reputation for exceeding sales goals. 
· Taking good care of day to day operations. 
Team Leader April 2004 to May 2006 Tribond, a DSA of Vodafone
Chennai, India
· Achieved high sales percentage with consultative, value-focused customer service approach. 
· Attended local & regional business meetings for product development training as defined by territory needs. 
· Investigated and resolved customer inquiries and complaints in a timely and empathetic manner. 
· Served as main liaison between customers, management and sales team. 
· Provided effective communication and customer service support to the sales, marketing and administrative teams on daily basis. 
· Cross-trained and provided back-up for other Sales executives when needed. 
· Built long-term customer relationships and advised customers on purchases and promotions. 
Senior Sales Executive & Production In charge February 2002 to January 2004 Best & Best Products (Instant Water Heater Manufacturing & Sales)
Coimbatore, India
· Implemented marketing strategies which resulted in 12% growth of customer base. 
· Provided customer service, answering customer inquiries, solving problems, and providing new product information. 
· Described product to customers and accurately explained details and care of the machine. 
· Taking care of production, sales & service. 
· Developed very good PR with high end and very important customers. 
	Educational Background
	Year

	Bachelor of Business Administration
	2007

	Madras University, Chennai, India
	

	Industrial Training Institute (Electrical)
	2001

	Pallavan Educational Trust, Kanchipuram, India
	


Key Skills
Overall Administration, Payroll, Business Development, Customer Service, Document Controller (Admin), Training Coordinator, HR Coordinator, Customer Relationship, Retail & Store Management, Recruitment Officer, Inventory Control.
Languages can speak
English, Tamil, Kannada, Basic Hindi and Arabic
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Trainings Attended
	•  Personality Development Program (PDP)
	
	Brainstorming Session

	•
	Customer Service
	•
	Leadership Skills

	•
	Unveiling the Mystery
	•
	Marketing Planning Workshop

	
	Basic Arabic Training
	•
	Selling Techniques


Software Expertise
	•
	Retail Sales Software
	
	: LanPos, Voyager Retail

	•
	Data Transfer Software
	
	: Lotus Notes, BOSS

	•
	Desktop Publishing Software
	: BRIO, Adobe Illustrator

	•
	Windows
	
	: All Versions up to date

	•  Microsoft Office (All Versions)
	: MS Outlook, Word, Excel, PowerPoint, FrontPage

	Personal Details
	
	

	
	
	

	
	Date of Birth
	: 15th August 1984

	
	Marital Status
	: Single
	

	
	Race
	: Indian
	

	
	Visa Status
	: UAE Long Term Tourist Visa 

	
	Notice Period
	: Available to join Immediately


sureshks15@live.com
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