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Career Objective: To succeed in an environment of growth and excellence to earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organizational goals.

WORK EXPERIENCE IN U.A.E.

Unger Steel Middle East – FZE (August 2015 - Present)
Office Administrative Assistant /Receptionist
· Performs general reception duties including answering phone calls, greeting and receiving clients, receiving deliveries, and contracting courier services, sending outgoing faxes/emails and distributing them to the intended parties, maintaining adequate inventory of office supplies
· Maintains tidiness and appearance of public areas, assisting in client meetings
· Plans, organizes and arranges the travel itinerary including but not limited to ticket and hotel bookings, and other documentations related to the travel.
· Assists the Finance Department with the invoicing ensuring all the pertinent details are correctly indicated in the invoice before entering in systems, Visa card reconciliation, filling bills, cheque verification and distribution, yearend information gathering and other accounting documentation.
· Update administrative and office supplier databases for convenient retrieval in the future

IDEAL Special Products- FZC
Sales Coordinator cum Accountant (June 2014-June 2015)
· Preparing, verifying delivery orders and invoices, vouchers, Vendors payments in Tally
· Calculating and checking to make sure payments, amounts and records are correct
· Checking and updating measurement sheets, and handling Label details
· Making Performa Invoices
· Managing petty cash transactions
· Entering LPO entries, updating Customer Enquiry Log
· Preparing, Coring and Pressing Mess details (Monthly)
· Making  sales and Performance reports of every month

Al Majlis Interior Decoration Works 
Sales Coordinator cum Receptionist (Oct 2013 – April 2014)
· Welcome visitors by greeting them, in person or on the telephone; answering or referring inquiries.
· Handling customer order related inquiries; providing administrative and sales support, sales order processing, tracking process from order to delivery, updating the status of sales order in SAP                                                                      
· Adhere to Company policies and procedures at all times
· New business inquiries to include data entry, understanding market segmentation to assign clients to the appropriate sales person or event manager
· Taking care of receiving courier deliveries, incoming fax, stationary records, and office cleanliness. 
· Typing letters, reports and other documents often of a sensitive and confidential

WORK EXPERIENCE IN INDIA
RIO Fusion Drink Pvt. Ltd. 
Sales Coordinator cum Administrative Assistant (Feb 2012 – Sept 2012) 
· Making MIS Reports of sales for Regional level on Daily, Weekly basis
· Supporting   the sales team in attaining sales targets
· Communicating with regional sales team for status of orders and position of sales
· Preparing monthly, weekly or daily sales analysis and reports
· Collecting, analyzing, evaluating and accounting the information in order to increase productivity of sales
· Collecting Data from West region ASM & Sales Supervisor
· Analyzing MIS Data for Trade sales and Financial Sales 
· Co-coordinating with warehouse, Suppliers, Logistic Deliveries, payment collection, invoicing
· Handling sales team attendance, salaries, and courier details on monthly basis 
· Visit warehouse once in month for check the stocks & detailing.
· Handled Distributors agreement letter, their payment terms

 3M India Pvt. Ltd. 
Sales Coordinator cum Administrative Assistant (Nov 2010- Jan 2012)
· Coordinate with customer and internal staff for invoicing and delivery of the LPO’s. 
· Preparing the purchase orders, processing and tracking
· Manage customer’s account, keeping them updated with latest offers and promotions
· Monitor the stocks, and coordinate with purchase for stock allocation
· Negotiating and focusing on customer’s needs, making sure that the right products are delivered
· Working on Monthly Sales Targets and Fill rate report for all the Key Accounts
· Create and maintain vendors fill Rate or supplier performance report
· Collecting sales data from all ASM’s & sales supervisors
· Updating and analyzing Trade sale and Financial sale nationally
· Maintained forecasting models to establish appropriate stock stuffing level. 
· Training MIS executive on any new reports as per HQ requirement
Administrative Responsibilities
· Coordinating for deliveries, schedule installation, services and maintenance, payments of office equipment’s
· Receiving, Sorting and distributing couriers from the client
· Coordinate of incoming and outgoing mail
· Coordinating and responding to all requests of internal meetings

Narang Hospitality Services Pvt. Ltd. 
Senior Executive – Sales Operations (Jan 2007 – Oct 2010)
· Analyzing & making MIS Reports of trade sales and financial sale for national level on weekly basis.
· Making Daily Financial report for HQ on basis of value & volume
· Collecting sales data from all regional MIS Executive
· Updating of various reports based on sales report on monthly basis
· Updating various Performance reports on weekly basis
· Coordinating with 19 Cities Cell Heads
· Supporting sales team in achieving sales targets

Skills and Achievements
· Languages Known: English, Hindi, Marathi
· Well versed in MS Office applications
· Experienced in working on Tally 9.0
·  Internet and E-mail applications
Attributes:
· Quick and Determined Learner
· Punctuality, Patience, Hardworking, Self-confidence
· Demonstrates an interest in and understanding others 
· Adapts to the team and builds team spirit
· Excellent interpersonal and communication skills
· Zeal to learn More and New
· Good relation with all other department members

EDUCATION QUALIFICATION:
· Bachelors of Arts from Mumbai University, in 2006 
· Pursued Higher Secondary from Kirti M Doongursee College, Mumbai, India. Achieved first division with Majors in Arts Stream

PROFESSIONAL QUALIFICATION:
· IATA Foundation in Travel and Tourism from Skyline University
· Diploma in Travel & Tourism from Kesari Tours Pvt. Ltd
· Certified in MS-CIT and Tally 9.0
· Typing Speed 80 w.p.m. From ITI Govt College
PERSONAL DETAILS:
Date of Birth	10th Nov 1984
Marital Status     Married
Nationality          Indian 
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