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Bhavya


In quest of career enrichments in Administrative Assistant, Sales coordinator 
back Office Assistant or any suitable jobs with a leading organisation 

An Overview

A competent candidate with nearly 4 years of experience in Ajman as Indoor Sales Coordinator. 1 year worked as Accounts Assistant with T. Ramachandra Rao’ office in Mangalore. 3 years worked as procurement – Executive in Primacy Industries Ltd, (An ISO 9001 Registered Co.) Mangalore. 
Attributes

· Good interpersonal and communication skills.

· Ability to meet Deadlines.

· Excellent time Management Skills.

· Ability to work hard with reliable and promising results.
· Initiative to learn and cope up with the emerging trends
Objective 
To work with a new zeal, sense of responsibility and utmost sincerity and be a part of the growth and success of the company.

Job Profile (Indoor Sales Coordinator)  worked from 5th Nov 2012 to 1st June 2016  
· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Writing up accurate and grammatically correct sales correspondence.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Organising sales promotional campaigns.

· Contacting potential customers to arrange appointments.

· Speaking with customers using clear and professional language.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sales orders or delivery dates.

· Responding to sales queries via phone, e-mail and in writing.

· Accurately analyzing and assessing statistical data.

· Preparing weekly sales reports and submitting the same to the senior level management.
Job Profile in worked as Accounts Assistant in Auditor T.Ramachandra Rao’s office in Mangalore.
· Maintaining all the necessary files and records. 

· Auditing journal and ledger accounts

· Preparation of Trial Balance, Profit & Loss A/c, Balance Sheet.
· Worked with Tally ERP software, Maintaining all Purchase , Sales, Journal entries, receipts, bank reconciliation. 

· Preparing salary payment report in Excel 

· Handling Petty Cash.

Career

Worked as a Procurement -Executive in Primacy Industries Ltd,(An ISO 9001 Registered

 Co.)  Mangalore.    

· All Secretarial assistance to Manager Procurement

· Maintenance of  all the documents of Procurement Department 

· Requesting quotes from the supplier through mail (national & International )

· Evaluation of quotes and getting approval from Manager – Procurement 
· Preparation & Communication of  Purchase Orders , Work Orders & making necessary arrangements  to send the same to the concerned Parties 
· Sending CT3 forms , Remittance copy to the supplier sending mails to the concerned vendor regarding any quality issues and rejection of the material.

· Sending mails to the concerned vendor regarding any quality issues and rejection of the material. 

· Getting all the necessary documents from the concerned vendor to get the consignment cleared from the customs. 
· Preparation of  Monthly  Review Report  at the end of the month – Presentation in Power Point

· Preparation of Re-Order level once in 15 days or at the end of the month.

· Giving necessary  assistance to other  staff of the department

· Any other work entrusted by the Management from time to time 

Educational Credentials

2006 :   Bachelor of commerce 

    Besant women’s college, Mangalore, passed with 70 % 
 
2003 :   Pre – University College  

              Besant women’s college, Mangalore, passed with 80 %
2001 :   S.S.L.C

              G.H.S Paivalike, Kerala ,passed with 83%
IT Skills:   Conversant with Microsoft Office, Windows & Internet Applications, Tally ERP, PACT software, ERP 
Personal Vitae

Date of Birth

  
 :  30.12.1985

Languages


 :  English, Hindi, & Kannada, Tulu, Malayalam.
Marital Status
          :  Married 

Visa Status 

 :  Husband Visa  

Religion


 :  Hindu

Nationality
                  :  Indian

Place                          :  Ajman
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