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Objective:
Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in challenging & creative environment. 

Experience Summary:

Present Employer 
:
TechnoSpark Communications Pvt.Ltd.
Job Title

:
Sales & Service Coordinator.
Duration

:
3 years (Jan 03,2013 to till date).        

Job Responsibilities:
· Assists in monitoring and reporting sales data.
· Provides information and analysis essential for sales planning and strategy development.
· Processes  sales orders and tracks post-entry sales issues

· Responsible for monthly communication to field sales and management regarding a wide range of issues related to field operations.

· Monitor daily revenue collection as per budget

· Periodic review of stocks and planning is done

· Coordinate and support on software issues, training and installation.

· Deliver quality customer service by researching and responding to all internal stakeholders inquiries quickly, effectively and professionally.
· Managing Information Technology Systems and troubleshooting software.

· Assisting technicians in handling routine customer issues.

· Maintaining consumables and other spares as per the VMI defined.

· Timely update of the spares consumption into the CRM and Ms-Excel.
· Timely submission of all invoices along-with the details and documents as specified.

· Acts as resource person. Deals with customer requests, enquiries and complaints.

Previous Employer
:
Madina Engineering College 

Job Title
     
:
Administration Coordinator
Duration
     
:
2.3 years (July 03, 2010 to Nov 10, 2012)
Job Responsibilities:
· Provide secretarial or executive services for Management/Committees.

· Using a variety of software packages, such as Microsoft Word, Outlook, Power point, Excel, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases;

· Devising and maintaining office systems.

· Assisting Lab assistants to improve the system performances.

· Maintaining and submission of the reports and documents as specified.

· Maintains computerized information systems and participates in their development to improve efficiency within the unit.

· Coordinate inventory orders, office supplies, and travel arrangements for production staff.
Educational Qualifications:

	Academic Qualification
	Institute

	Bachelor of Technology – Computer Science & Engineering – 2010
	Madina Engineering College(JNTU Affiliated)


Technical Qualifications:

Operating Systems 

:
Windows 7, 8 and UNIX

ERP 



:            SAP BASIS administration

Database


: 
Oracle 10g

Languages


: 
JAVA

Packages


:
MS Office 2007 & 2010

Other Skills:

· Knowledge on SWOT analysis(Strengths, Weaknesses, Opportunities and Threats)

· Capable to work on any software tool with minimum training provided.

· Capable to lead the team and to work in a team.
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