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Kavitha 
ADMINISTRATOR/SALES COORDINATOR 
Location: United Arab Emirates 

Education: Bachelor's degree, B.COM and Diploma in Secretarial Course

 Experience: 20 Years, 8 Months
Contact
Country: Sharjah, UAE

Career profile:
Experienced in various administrative roles known for being highly organized and flexible, offering dedication and ability to handle/lead office administrative work effectively. Can handle Administrative, Purchase, Sale, service and logistics department
Extensive experience in Office administration

Good verbal and written English language;

Secretarial and clerical duties
Customer service

Knowledge of the facility management Sector
Skills
Excellent organizational and communication skills with the ability to convey complex information in an easily understood format

A good knowledge of Microsoft Office, Excel, Outlook, PowerPoint, Visio and Word

Possess excellent customer service skills

Maintain a professional demeanor at all times

Ability to liaise in a professional and persuasive manner with staff/customers at all levels on the base.

Ability to handle confidential information in strict confidence.

Good interpersonal skills

A lively, energetic and strong personality a practical “can-do” attitude.
Personal Information

Birth Date: 14 January 1973 (Age: 43)
Gender: Female
Nationality: India
Residence Country: United Arab Emirates
Visa Status: Residency Visa (Transferable)
Marital Status: Married
Number of Dependents: 2
Driving License Issued From: United Arab Emirates
Experience (20 Years, 8 Months)
ADMINISTRATOR/SALES COORDINATOR
at 
Location: Sharjah, United Arab Emirates
Company Industry: Manufacturing/Trading/Service Centre
Job Role: Administration
September 2015 - April 2016
· Provide administrative support service to the  leadership team with the support of an administration assistant

· Coordinate the management of the contract deliverables including KPI and other reports
· Assist the leadership team in relation to coordinating their enquiries relating to HR, PRO, Finance and IT

· Familiarity on procurement  and purchasing role such as sourcing out materials from vendors required for the facility, preparation process for new Vendor Creation requirements for adding new vendors 

· Prepare and submit proposals to Client as per instruction from the Contract Manager

· Familiar or having experience in using in ERP system such as SAP in raising Purchase Orders and Closing Purchase Orders once complete for invoicing.

· Co-ordinate the purchasing and delivery of spare parts.

· Handles Petty Cash summary submission and reimbursement process

· Support and coordinate with the Storekeeper with the receiving of delivered items and in maintaining accurate recording of stock levels and monthly audit.

· Co-ordinate the filing and record keeping requirements.
· Co-ordinate issue of Client and Management reports as requested.

· Gather information and details in providing monthly activity reports to the Manager

· Assist Manager with planning and development.

· Ensures that the policies and procedures laid down by management are followed accurately at all times.

· Deal with client queries and disputes, including the drafting of replies and ensure the resolution thereof

· Ensures that all income and operating costs are correctly charged and accounted for.

· Ensures that financial month / year-end procedures and timetable are implemented accurately and promptly.
· Performs miscellaneous administrative duties
· To delegate and manage duties to sub-ordinate members of the administration and storekeeping team
· As Sales cum Service coordinator
· Assists the sales team, focusing mostly on managing schedules and the distribution of any sales documentation.

·  Prepares and then follows up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.

· Efficiently respond to any online or telephone queries in a calm and friendly manner.

· Liaise between other departments and the client to provide the service most suitable to the client’s needs, cost and time restraints.

· Work closely with the Sales team to assess the progress of the department and develop Sales strategy accordingly.

· Produce reports on progress within the department and outline any developed strategies to improve.

· Responsible for overseeing any supercharges and evaluating any alterations to both external and internal staff.

· Handling the sales team and service  team leader

· Providing after sales customer service 

· Attending complaint calls and scheduling engineers for services

· Supervising up to the job completion and to the satisfactory level of customer.

· Scheduling drivers for each area

· Coordinating all work related  with logistics department

· Coordinating  the work of purchase department

INSURANCE COORDINATOR
at ORIENT INSURANCE PJSC
Location: Dubai, United Arab Emirates
Company Industry: Insurance
Job Role: Customer Service
August 2014 - August 2015
• 
listening to customer requirements and presenting appropriately to make a sale; 

• 
maintaining and developing relationships with existing customers in person and via telephone calls and emails; 

• 
cold calling to arrange meetings with potential customers to prospect for new business; 

• 
responding to incoming email and phone enquiries; 

• 
acting as a contact between the company and its existing and potential markets; 

• 
negotiating and closing sales; 

• 
challenging any objections with a view to getting the customer to buy; 

• 
advising on forthcoming product developments and discussing special promotions; 

• 
creating detailed proposal documents, which is largely dictated by the prospective customer 

• 
reviewing our own sales performance, aiming to meet or exceed targets; 

• 
gaining a clear understanding of customers' requirements; 

• 
making accurate, providing customers with quotations; 

• 
Attending team meetings and sharing best practice with colleagues. 

Sales / Service coordinator
at PHOENIX - DISON TEC LLC
Location: Sharjah, United Arab Emirates
Company Industry: Trading/Service Centre 
Job Role: Secretarial
May 2012 - June 2014
· Supports the sales and service team. Like scheduling meetings and overall team plan. 

· Coordinates and works with the sales/service team towards attaining monthly/annual targets and works closely with management as well as clients to determine current business requirements. 

· Ensures productive communication between new and existing customers and external distributors. resolves all client concerns and ensures satisfaction.
· Sales Initiatives: • Developed and sustained relationships with potential and existing clients by coordinating professional meetings, and providing effective administrative support. 

· Actively supported company sales team - Coordinated sales details, pre-sale material and after-sale deliveries. Handles contacts. 

· Participated in execution of sales strategies 

· Prepared clear sales analysis, as well as sales reports, sales-order status, sales agreements, in-time proposals. 

· Made efficient purchases resale supplies. 

· Responsible for timely, accurate quotations and various pro-forma invoices to customers, processing inquires through, personal meetings, email, phone and fax.
· Service team leader Leading a team - (8 engineers) 

· Supporting customer after sales (service) 

· Maintain service records. 

· Attending daily complaint calls (handling service issues) clearing the issues and making customer satisfied. 

· Coordinating with engineers for the daily services. 

· Scheduling every days work, collecting reports from engineers, preparing reports and handing over to higher authorities. 

· Ordering for spares and issuing spare for services. 

· Maintain stores for spares. 

· Preparing service quote and follow-up with customers and taking approval. 

· Always clearing the services within the period. 

· Preparing the AMC contract for services. 
SECRETARY/SENIOR RECEPTIONIST/ADMINISTRATIVE ASSISTANT
at Akshaya Hospital
Location: India
Company Industry: Hospital
Job Role: Administration
November 2004 - February 2012
· Act as liaisons among governing boards, medical staff and department’s heads 

· Organize, direct, control and coordinate medical and health services in relation to policies set by a governing board of trustee 

· Recruit, hire and evaluate assistant administrators, nurses and doctors 

· Plan budgets and set rates for health services 

· Develop and expand programs for scientific research. 

· Develop procedures for quality assurance, patient services, medical treatments, department activities and public relations outreach 

· Participate in fundraising and community health planning 

· Supervisor support 

· Office harmony 

· Crisis handling 

· Office morale 

· Troubleshooting 

· Customer service 

TELECALLER/TEAM LEADER
at Benchmark Services-CITI Bank DSA
Location: India
Company Industry: Banking
Job Role: Administration May2003 - July 2004
· Advising debtors of the possible consequences of non-payment. • Communicating with clients via post, telephone and emails.
· Reporting any suspected fraudulent activity to the Fraud Manager. • Contacting people who owe money to the company. • Securing payment form debtors. • Investigating claims of financial difficulties. • Making enquiries to trace the whereabouts of defaulters. • Keeping administrative records up to date. • Sending executives to visit defaulters at the address they have given. • Ensuring all contact is in line with the regulatory requirements. • Making up to 60 phone calls every day to chase up outstanding debts. • Handling a variety of customer service calls from people of all backgrounds 

· Coordinate with default customers for making payments sending collection boys for collecting Cheque, uploading the payments to the branch. Leading a team of 6 persons. Helping customer to close their accounts by negotiating the outstanding amount (who is in default buckets) 
Administrative Assistant
at Dhanya Consumers Pvt Ltd, 
Location: India
Company Industry: FMCG
Job Role: Administration
May 1999 - April 2003
All administrative duties, assisting main account in accounting, supervising other staffs on behalf of the administrator. All clerical works and customer support
RECEPTIONIST
at AKSHAYA HOSPITAL
Location: India
Company Industry: Healthcare,
Job Role: Customer Service April 1997 - May 1999
All front office duties- registering the incoming patients, billing, filing, entering the data into computer, forms filling and also assist for the insurance formalities and customer care
SECRETARY/ADMINISTRATIVE ASSISTANT
at Chartered Accountants Firm
Location: India
Company Industry: Accounting/Auditing Job Role: Administration
April 1991 - March 1993
All Secretarial duties, taking dictations, drafting letters, computer operations, internet operations, data entries, file keeping, Assisting main accountant in accounting works.
Education

Bachelor's Degree, B.COM
at CALICUT UNIVERSITY
Location: KERALA India
NOT COMPLETED
COMPUTER COURSE
at PINACLE OMPUTER ACCADEMY
Location: KERALA India
Completion Date : March 1992
MS OFFICE COURSE, WORD EXCEL POWER POINT, GRAPHICs
Diploma, Secretarial Course
at GOVERNMENT COMMERCIAL INSTITUTE
Location: KERALA India
January 1991
Its two year Diploma Course -subjects include, Short hand and Typewriting both lower and higher grade, communicative English, Accountancy and Commerce
High school equivalent, SSLC
at ST JOSEPHS EMHS
Location: India
March 1988
SCHOOL LEVEL UP-TO 10TH STD

Training and Certifications

Supply chain management course (Training)
Training Institute: ALISONS
Date Attended: February 2016 (100 hours)
Psychology (Training)
Training Institute: ALISONS
Date Attended: January 2016 (100 hours)
Languages
Hindi  

Level: Intermediate
Malayalam
Level: Expert
English
Level: Expert
[image: image2.jpg]



Kavitha 


CV No: 1737684


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








