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Anitha 
Dubai, UAE

CLIENT SERVICE, SALES & MARKETING PROFESSIONAL
Seeking challenging assignments in Client Servicing & Key Account Management

PROFILE
· Highly experienced in handling the Customers in Various sectors as Secretary cum Receptionist in Automotive Co. Client Servicing in Tele Communications Co., Sales Executive in Automotive sales , Sales Manager in Insurance Co.(Life & General), Credit Controller Cum Sales Executive in Signage Division with nearly 10 years comprehensive experience in handling Customer Care, Client Service, Key Account Management & Sales in Various Positions 
· Functional knowledge of developing new and potential accounts 
· Highly skilled in developing and implementing targeted sales goals 
· Hands on experience in understanding industry trends and maintaining positive working relationship 
· Academic qualified with Bachelor Degree in Science , Diploma in IATA & Computer Application 
· Technically sound with MS Office, and other software packages needed for office automation ,excellent capabilities to adapt and learn new technologies, ensuring continuous skill enhancement 
· Well versed with functions of Administration, Office documentation and Vendor negotiation. 
· Strong communication skills and abilities to work under pressures with reputation of unwavering accuracy, credibility and integrity 
· Multilingual – English, Hindi, Malayalam and Marathi. 

PROFESSIONAL EXPERIENCE
	1.
	., Dubai, UAE                                                      - Sales Manager
	(May2013- Till Date)

	2.
	Al shabak General Trading Co., Dubai, UAE
	- Sales Executive
	(2008- April 2013)

	3.
	Alico Insurance, Dubai, UAE
	- Sales Consultant
	(Mar2008-Nov2008)

	4.
	Reliance Life Insurance Mah., India
	- Sales Manager
	(June2007-Mar 2008)

	5.
	TATA Telecom, Kerala, Indian
	-Customer relationship Manager
	(2004-2005)

	6.
	TATA Motors, Aurangabad, Mah.India
	-Sales Executive
	(2000-2002)


FUNCTIONAL EXPERTISE
SALES MANAGER/SALES EXECUTIVE
· Build customer pipelines for expected business 
· Solicit existing and new customers for business opportunities 
· Promote and sell the company products 
· Offer discounts and deals where appropriate 
· Promote the business by working closely with the marketing department 
· Liaison with suppliers 
· Create detail proposed quotation 
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· Contact for all suppliers, dealers and customers and responsible for correspondences. 
· Customer complaints resolving mechanism and monitoring the complaint steps and actions. 
· Interacting with the Sales Team and getting all the market information updated, providing all Administrative Support to the sales personnel. 
· Coordinating with the BM & SM for setting targets for every month, liaise with the team to meet the 
Targets provide support and encourage the sales force to boost up sales.
· Preparing the daily, monthly and annual sales reports of the sales team, finding measures to motivate them like rewards etc. 
· Ensuring updated database of the suppliers, dealers and the customers, establishing good rapport with them & all kinds of business correspondence. 
· Taking care of payments follow up with the dealers and customers. 
· Taking care of deliveries and installations by interacting with the customers, responsible for accurate & timely issue of quotations, DO, Invoice etc. to the customers as required based on LPO. 
· Organizing company promotions and marketing techniques like brochures, presentations, rollups, banners, flyers, posters etc. 
· Updating the sales force with new product launch, stock arrivals and related matters. 
· MIS Reports, Market Intelligence and competitor research etc. 
MARKETING
· Planning and implementing Marketing campaigns 
· Develop new business relationships, generate and negotiate new income that ensures attainment of company sales goals and profitability. 
· Presenting the company to potential clients through direct communication in face to face meetings, telephone calls and emails. 
· Initiates and coordinates development of action plans to penetrate new markets. 
· Actively and successfully manage the sales process: lead generation; asking questions; negotiation; close; handover to the account management team. 
ADMINSITRATION & SECREATRIAL
· Office Administration 
· Official Correspondence 
· Travel Arrangements and Planning 
· Meeting Schedules and coordination 
· MIS Coordination and Reporting 
EDUCATIONAL CREDENTIALS
· Doing MBA in Marketing (IGNOU). 
· Bachelor of Science from Dr.Babasaheb Maratha Wada University, Maharashtra, India 
· Diploma in IATA from Montreal, Canada. 
· Diploma in Computer Application from Aptech Computer Education, Maharashtra, India 

IT SKILLS
· Comfortably conversant with computers & technology. 
· Working knowledge of Windows 2000, Windows XP & Windows Vista. Proficient in MS-Word and MS-Excel, Microsoft Outlook, Power Point, Scanning, Internet and E-mail. 

Date of Birth: 10th Jan 1980
Language Proficiency: English, Hindi, Marathi &Malayalam
Visa Status: Sponsored Visa
References: Available on Request
Driving License: UAE Driving License (2009)
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