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CV NO: 1526874
                                               Senior Level Assignments

                    ~ Administration ~ Sales coordination ~ Procurement Operations
        Location Preference: UAE, Qatar, Oman and Saudi Arabia
An accomplished professional with a dynamic career in  Administrative Operations, sales coordination, Procurement Operations across multiple categories, leading high growth and new brand launches
Acknowledged for strengthening companies to lead in highly competitive markets and delivering innovative marketing concepts & strategies
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	SKILL SET
Sales & Marketing

Revenue Generation

Sales Coordination

Administrative Operations

Strategy Formulation 

Account Management

Procurement Operations

Customer Relationship Management
Contract Management
Team Management
	                    PROFILE SUMMARY

· A competent professional with over 10 years of experience in Administrative Operations, Sales and procurement operations.
· Expertise in conducting statistical analysis to determine potential growth; designing sales performance goals and monitoring performance on a regular basis

· Experienced in designing successful sales techniques/strategies/tactics using customer and market feedback

· Achieved a profitable position for the company by overseeing sales and profit development, market share development, brand building, network and service expansion 
· Merit of having strong working knowledge in Oil & Gas field Industries

· Formulated sourcing plans, managing vendor identification / development, creating and updating the vendor database
· Proficient in the preparation of commercial and technical bids, sales order, order intake report and monthly budget for the region
· A result oriented professional with strong analytical, people management, communication, interpersonal and negotiation skills
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CORE COMPETENCIES

· Ensuring the successful accomplishment of pre-set business targets in the face of growing competition; setting up the business units & developing them to achieve profitability

· Conceptualizing and executing innovative promotions to enhance brand visibility and a suitable media plan, in coordination with the marketing team and external agencies
· Executing contracts / commercial administration during execution stage to achieve targeted financial objectives
· Planning & managing the overall procurement of material & production requirements including receipt accounting and maintaining desired stock levels
· Overseeing follow-up with suppliers for deliverables, and quality checks & ensuring timely payments
· Strategic ability in striking excellent coordination with all involved divisions within the organization including Production, Quality, Finance, Materials & Logistics

· Creating & sustaining a dynamic environment that fosters development opportunities & motivates high performance amongst team members; imparting continuous on-job training (need based) for greater operational efficiency

ORGANIZATIONAL EXPERIENCE
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Jan’07- till date:
Pipeline Engineering & Supply Co. Ltd. , UAE as Sr. Administrator and Sales Coordinator
Key Result Areas: 
· Process document and report on personnel activities including leaves, recruitment, training, grievances, performance evaluation and other staff records.
· Responsible for Complete document control for sales, production, delivery, cash flow, invoice etc..

· Maintain a cordial and effective working relationship with government departments to complete formalities related to visas, insurance, licenses including their renewals. 
· Prepare Annual estimates of expenditure, maintain budgetary and inventory controls and make recommendations to management.
· Managing the processing and generation of new enquiries for Middle East / India region while maintaining client database for further actions
· Liaising and providing engineering support for the production and timely delivery of materials to client and carrying out procurement of raw materials for manufacturing
· Spearheading the preparation of:

· Commercial and technical bid for the clients and finalizing the same with RSM  

· Sales order for the clients while coordinating with production and engineering department

· Pre-qualification documents and vendor registration for Oil & Gas field end users (i.e. Saudi Aramco, QP, Maersk Qatar, ONGC, Zadco, ADNOC, Bapco, Tatweer, etc.)

· Order intake report and monthly budget for the region



· Serving as a coordinator for managing seminar and exhibitions and product presentation to the customers


· Maintaining shipping documents; making custom arrangements including dealing with forwarders & customers for goods in and out

· Keeping a track of competitor’s activities and current market trends and accordingly implementing the appropriate marketing initiatives 

· Looking into all potential sales opportunities including distribution strategies and reseller agreements
· Handling petty cash transactions and coordinate with UK Head Office for financial proceedings for Middle East operations.
Highlights: 

· Successfully managed sales and marketing strategy development, product planning, profit, revenue targets and market share targets; and accelerated market growth across Pigging Tool Products in Middle East
· Distinction of participating successfully every year in Oil & Gas Exhibition called ADIPEC (Abu Dhabi International Petroleum Exhibition Conference), a well-known program for all O&G companies in Middle East resulting in the generation of various leads from around the world 

Sep’05- Dec’06:

Al Ghurair Foods, Jebel Ali, U.A.E as Administration Officer

Key Result Areas: 
· Managed the employee database and personnel files for about 450 employees



· Spearheaded the preparation of daily production and delivery reports, monthly cumulative reports and stock reports for the production department

· Ensured frequent follow up of legal documents (visa and labor card renewals, health card renewals, JAFZA gate passes and so on) and coordinated with the PRO for the same



· Liaised for the Dubai Municipality Occupational Health Cards for the employees and maintained a health record for staff and workers

· Supervised the time records for the workers & prepared monthly summaries of overtime, absence, compensatory leave & joining/exit reports of employees for making monthly payroll 
· Computed monthly incentives for workers based on total production & delivery and disbursed the amount to each employee
· Maintained the petty cash transactions
Apr’04- Aug’05:
 
Al Nakhlah Computer, Sharjah U.A.E. as Hardware Technician/Office in Charge

Key Result Areas: 
· Rectified the software and hardware related issues of the clients 



· Maintained and updated the financial and accounting ledgers of the trading

· Performed various functions like computer assembling, networking, verification of stocks as well as arranging the same from suppliers

· Participated in various conferences with the companies for IT solutions & coordinated for the general maintenance contracts

May’02- Mar’04:
 Rangamany & Co. Chartered Accountants Firm, Kerala, India. as Audit Assistant

Key Result Areas: 
· Performed the auditing of accounts for various companies, partnership firms as well as individuals


· Finalized the statement with accounts and managed the preparation of bank reconciliation statements

· Managed the preparation of trial balance, profit & loss account as well as balance sheet
ACADEMIC DETAILS

· Pursuing MBA (Sales Management) from Bharathiar University in 2015-2016
· B.Com. from University of Kerala in 1999
Other:

· One year Diploma in Information System Management (DISM) Certificate from APTECH Computer Education, Kerala
IT SKILLS
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· Proficient with the usage of OS Win XP, 2000, NT and MS Office 
· Hands on experience in the usage of techniques like computer assembling, trouble shooting and networking

TRAININGS ATTENDED

· Successfully attended various training sessions like:

· Industrial training, factory introduction with manufacturing and service procedures for pigging tool, closures and signalers training received from Pipeline Engineering, United Kingdom
· IFS Software Application Training from Pipeline Engineering, UK
· Basic First Aid and HSE Training from Euro Link Safety, Dubai, UAE

CERTIFICATION

· Control of substances hazardous to health certification from Euro Link Safety, Dubai, UAE
PERSONAL DETAILS
Date of Birth:
18th May 1979
Languages Known: 
    English, Hindi and Malayalam
Marital Status:

    Married

UAE Driving License 
Nationality:

    Indian
Visa Status: 

    Employment (Transferable)
