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Career Objective

An ambitious person, willing to give total support to the organization with the experience and capability that I possess, in order to achieve organization’s goals and its success.

Work Experience

Nishizawa Limited (Japanese Trading Company), Jebel Ali FZE (2012 –2014)

Sales and Administration Manager
Roles/Responsibilities

·  Locating , contacting potential customers all over the globe and exploring opportunities

for proposing business deals. 
· Screens potential business deals by analyzing market strategies, deal requirements, potential, and financials .

· Receive quotes from different suppliers and intimating to customers of the price , quantities , grades of the items to be supplied.
· Processing of sales/purchase orders coordinating with the head office for timely shipments.
· Arranging meetings with potential customers for new business.

· Making regular and monthly business report for head office.

· Visited Jordan, Kuwait for new business possibilities.

· Renewing Trade license, Lease and insurance and visiting JAFZA for administrative purposes as company representative.
· User administrator for Dubai trade.
· Making travel and hotel reservations for General Manager and overseas delegates.
· Monthly salary transfer through WPS system.

· Payment of monthly utility bills .
· Purchase of office equipment , stationery and their timely maintenance .  
· Collecting monthly statements, cash etc for administration from bank.
· Maintaining monthly accounts of Nishizawa Office and Residence and reporting to head office by each month end.
Fayfa Chemicals Factory L.L.C,Dubai ,U.A.E .(Manufacturer of Chemicals ,Detergents and Adhesives).(2008-2011)
Sales and Logistic coordinator

Roles/Responsibilities

· Providing excellent customer service to all the clients

· To process the inquires received through phone, fax, email  related to company’s business.

· Responsible for accurate and timely issue of quotations and proforma invoices to our customers as required.

· Co-ordinate with production dept for serving the customer.

· Scheduling timely delivery of products to our clients .

· Meeting clients at our premises to discuss their requirements.

· Directly reporting to General and Sales manager for daily activities.

· Preparing regular invoices, monthly sales report , credit notes.

· Resolving the grievances of the clients after proper discussion.
India  

2004-2008
Woodpeckers-Interiors designers and furnishing contractors.



Corona advertisers and graphic designers, Regal Interiors.

Roles/Responsibilities

· Assessing  clients needs.

· Designing and making 3D stills.
· Ensuring the work is completed on time and on the budget.

Academic Profile

1999-2002
RVS college of arts and science: BSC in computer science (Bharathiar University) Tamil Nadu

1997-1999
St.Alosious  college , Kerala

1984-1997      
Chinmaya Vidyalaya , Kerala

Technical Profile

2000

Arena multimedia: Graphics

2002-2004
Exterior Interiors: Diploma in interior design

2004
Wizard Computers:3d studio max .

Professional Skills

ERP ,MS Office , Easily compatible with programmes and softwares.

Projects Undertaken
Hospital Management Software for Daya Specialty Hospital,Trichur done at POETICS software Developers.
Strengths

· Leadership
· Hardworking

· Deterministic

· Loyal

Languages Known



English

:Speak,Read,Write



Hindi

:Speak,Read,Write



Malayalam
: Speak,Read,Write



Tamil

: Speak

Interests

Reading, Listening to music/SW radio, Watching documentaries ,Photography ,Sports.
Personal Information

D.O.B

:
07.10.1981

Sex


:
Male

Nationality
:
Indian


Visa 


:
Visit Visa
**********

