Dubai, U. A. E.

E-Mail : chandrika.31108@2freemail.com 
Chandrika

Objective

To get an appropriate position in your company

Education

1)  Graduated with distinction in Electrical & Electronics 



     Engineering from Nagarjuna University                                      




2)  Secured distinction in Intermediate Board of                                                

                Examination, Hyderabad                                                                       

3) Completed schooling in St. Joseph’s Convent - ICSE syllabus
4) Hands on experience in Microsoft - Excel, Access, Word, Power Point, Microsoft Outlook, Internet

Career History              

IN U.A.E.

Job Profile (April ’04 – Till date)
Currently working for ATN MEDIA FZ LLC as a Senior Sales Coordinator

Working with 50 Sales Executives & dealing 4 major publications

Operating on Oracle based database

Company Profile  
ATN Media FZ LLC is a Khalid Abdullah Al Ghurair Enerprise, compilers & publishers of the prestigious annual directories namely ABC Business Pages, Dubai Commercial Directory, ATN Product Finder, ATN Hotel & Restaurant Guide & a monthly magazine called Printweek
My Duties Involve:

· Reporting to the Director & General Manager on the daily sales achieved

· Coordinating with the Sales Managers & Sales Team of all the branches

· Training the new recruits on sales presentations and related paper work

· Coordinating & guiding the other branch secretaries

· Generating daily Sales reports in Oracle database 

· Preparing the Incentive Chart based upon performance  

· Preparation of Management reports, Barter reports & Quarter reports

· Coordinating with the Production Dept, EDP Dept & Editorial Dept

· Handling customer enquiry & sales team enquiry

· Office administration and coordination with accounts department

· Designing the Artworks & Specimens referring client’s data

· Preparing confidential letters, proposals and memorandums

· Preparing introductory letters for the Sales Executives

· Ensuring accuracy in the Contract Forms filled by the Sales Executives

Job Profile (Mar ‘02 – Feb ‘04)
Position held as Sales Coordinator cum Document Processor 

Dealing with more than 100 products and working with 30 salesmen

Operating on Oracle based database – Orion
Company Profile  
National Trading & Development Establishment (NTDE) is famously known as 

Smoker’s center. They deal with cigarettes like Hi-lite, Regal, Davidoff, Gitanes and Gauloises. They also deal with Cadbury chocolates, Haagen Dazs ice cream, Pokka drinks and Lays chips. They deal with more than 10,000 customers. 

· Coordinating with all the Sales team

· Generation of Sales Reports on daily basis

· Data entry of all sales related documents - Invoices, Reports etc.

· Reporting to Sales Director on weekly basis

· Reporting to Sales Manager on daily basis

· Issuing credit notes to the customers

· Preparing and verifying of Material Receipt Voucher


· Coordinating with the Warehouse Manager

· Scheme control & Stock allocation                       

· Handling Customer’s queries                   

· Checking the status of deliveries

Temp Job

Worked for United Motors & Heavy Equipment L.L.C.,(A member of Darwish group) as a Sales Coordinator for the Hydraulic Fluids Division on leave vacancy

Job Profile
· Reporting to Sales Manager

· Coordinating with the Sales Team

· Generation of sales reports and sales invoicing

· Coordination with the Sales Engineer, Ware House In-Charge

· Preparing quotations, tenders, proposals etc.   

· Checking stock availability 

IN INDIA

Underwent as a trainee in ANDHRA PRADESH STATE ELECTRICITY BOARD (APSEB),

 Hyderabad

Job Profile
· knowledge of Electrical machines 

· Operation of relays & circuit breakers

Personal Details    

Date of Birth
November 12th 1980

Nationality

Indian

Visa Status             Husband’s visa

Languages

English, Hindi & Telugu

Marital Status
Married

Hobbies

· Reading books

· Music                                          

