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Career Objective

Summary:
Seeking challenging position in Sales and Administration with a strong desire to make a substantial and positive impact towards the success of the organization and my own career growth. Aspiring to associate with an organization, which offers a congenial environment for growth.
Personal Attributes

Personal Qualities:

· Self-starter

· Proactive

· Can-do attitude

· Self managing and self motivated

· Able to deal with diverse environment 

· Very good in decision making and self confident
· High level of integrity
· Solid planning and organizational skills
· Creative, innovative, very detail oriented
Strengths and Skills:

· Ability to prioritize.

· Fantastic communication skills; proficiency with verbal and written English. Able to write business communications, a good listener and a motivator.

· Excellent customer service both for internal and external customers

· Great team work – works well with different types of personalities and different types of people in the organization.

· Strong analytical and effective problem solving skills

· Drive for results, seeks continuous improvement and innovative ideas 

· Strong desire for intellectual challenges, multi-tasking

· Assessing market conditions and competitive strategy

Education/ Qualifications:

Qualification:
Bachelor's Degree (BBA) from reputed VS Prasana Bharti University (New Delhi)
Professional/ Qualifications:

Institution: Diploma from Advantech Computer Education. (Srinagar, Kashmir, India)
Computing knowledge:
· Microsoft Word, Excel, PowerPoint & Adobe Photoshop

· System Maintenance 

· Hardware Installation

· Operating System Installation

Employment History:

SUMMARY OF PROFESSIONAL HISTORY
Inclusive dates


 Company


   Position
	2015 till Present
2011 to 2015
	Enova Facilities Management, Dubai

MAF Dalkia, Bahrain 
	Customer Service Rep./Team Leader 

Operations Coordinator/Administrator

	2007 to 2011
	Marina Gulf Trading Co.
	Sales Coordinator/ Administrator

	2001 to 2007
	Euroasia Information Technology 
	Sales Supervisor/CSD In-Charge


2015 till Present: Company/ Country: Enova Facilities Management, UAE
Customer Service Representative/Team Leader

Key Responsibilities:

· Follow-up on customer inquiries immediately.
· Support and provide superior service via phones, e-mails as a receiver and caller

· Use questioning and listening skills that support effective telephonic communication.

· Use an effective approach to handle special telephone tasks like call transfers, taking messages, call backs, holds, interruptions, and unintentional disconnects.

· Understand the impact of attitude in handling calls professionally.
· Effectively deal with job stress, angry callers, and upset customers.
· Use the most appropriate way to communicate with different behavior types on the telephone.

· Apply the elements of building positive rapport with different types of customers over the phone.

· Apply the proper telephone etiquette to satisfy various customer situations.

· Apply appropriate actions to effectively control a telephone call.

· Identify voice skills and enhance a good telephonic presentation.

· Meets commitments to customers.
· Other duties as assigned.

· Display Time flexibility towards shifts as per work floor requirements.

· Familiar with Concept 500 and Concept Evolution.
2011 – 2015: Company/ Country: Bahrain (S.P.C)
Operations Coordinator/Administrator

Key Responsibilities: 
· Coordinate with HR and Staff.
· Dealing with redundancies, gross misconduct, and maternity leave issues.

· Provides reports on a regular basis, and as directed or requested, to keep the senior management team informed of the operation and progress of compliance efforts.
· Maintain employee benefit administration such as leave records, insurance, medical etc.
· Assist HR on other general human resources and administration matters.
· Making sure that any promotions, transfers and pay rises take effect as planned.

· Responsible for all the operational functions in engineering team.

· Supporting Sr. Operations engineer to operate Engineering team professionally and efficiently.
· Coordinates the regular flow of information between operations and other department.
· Follow-up Appraisals and Discussions between the team leaders.

· Responsible for paper works related to Health & Safety and to comply as per MAF Dalkia Standard.

· Report immediately to Sr. Operations Engineer and Health & Safety office if required Ambulance/Police as well if any accident case.

· Coordinate with Operations Supervisor to prepare Duty Roaster.

· Responsible for keeping all Log Book & Check list up to date.

· Updating HSEEQ Files as per MAF Dalkia Standards.

· Assisting audit team during Audits.
· Responsible for Generating Monthly Reports.

· Responsible for Colleague welfare in the site Ex:- Uniform etc.
· In accordance with the instructions of Sr. Operations Engineer gathers data & performs research into historical records of work activities, expense items & purchasing this input is required to assist in the preparation of plans and budgets.

· Prepares purchase requests for approval of Sr. Operations Engineer and processing through purchasing.

· To ensure that Tasks are completed in accordance with MAF Dalkia Standards.

2007 - 2011: Company/ Country: Marina Gulf Trading. Kingdom of Bahrain
Sales Coordinator/ Administrator
Key Responsibilities:
· To record the progress of all enquiries and translate into a monthly report, including source of business trends, enquiry conversion rates, future predicted sales and other reports as directed by the sales manager.

· Ensure and efficient tracking system of all event paper-work.

· Up-keep of a client and agents database-updating where necessary to allow effective promotions.

· Compilation of weekly overview sheets to all departments including communication and administration of ancillary services.
· Managing organizational requirements and requests for marketing material.
· Order, track and maintain marketing material inventory within budget. 

· Manage and maintain sales contact database. 

· Ensure all activities adhere to branding standards and best practices.
· Sales reporting and analysis as required.
· Renewal and new association memberships.
· Support sales and marketing teams in achieving hundred percent outcomes.
· Coordinate administrative sales staff in maintaining customer databases.
· Ensure compliance of corporate policies and procedures.
· New Launches prepare schedule with the store manager and ensure that deadlines are met minimum impact on costs.
· Ensure that optimum stocks are kept in line with store sales.

· Proactive involvement in the process of understanding and ensuring that the latest / fresh 
    trends are implemented in the stores.
· Ensure that visual and merchandising standards are in place.
· Ensure that associates are well trained on effective selling techniques.
· Provide feedback to all concerned on market trends and customer preferences; ensure that comparative analysis on competitors is done periodically.
2001 - 2007: Company/ Country: EuroAsia Information Technology (Srinagar, Kashmir, India)
Inducted into the Euroasia sales team in February 2001, gradually climbed the ranks and was given more responsibilities after proving my worth and showing my dedication. I was promoted to Sales Supervisor in March 2003 where I was solely in-charge of maintaining client and customer relations. The management continued to have faith in me and gave me the additional responsibility of Customer Service In-charge in April 2005.
Activities:
· Maintaining high standard of customer service and sales. 

· Making prompt and effective decisions pertaining to the customer a staff

· Responsible for efficient distribution of Company’s products. 

· Consult sales management on their needs and offers creative ideas. 

· Revenue generation through sales of product line in the assigned territory.

· Lead Business development in exploring new opportunities.
Personal Data:
Date of Birth:

6th August 1980 
Nationality:

Indian

Religion:


Muslim

Marital Status:

Single
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