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CURRICULUM VITAE
DUBAI, U.A.E

Applying For Marketing Executive 
Career Profile:
To get a position as a Marketing Executive  where my skills of handling customers will be utilized for the growth and development of the organization. 

Skills and Abilities 
Writing Skills
· Wrote creative copy for catalogs, brochures and other direct mail projects.
· Researched and conceived newsletter articles.
· Produced variety of business materials, including: letters, reports, proposals and forms.
· Formulated employee policy manuals and job descriptions.
· Proof read and edited all referenced written materials.
Marketing Skills
· Designed, developed and implemented marketing and sales campaigns, fundraisers, employee incentive programs and contests.
· Evaluated target markets and proposed marketing strategies.
· Managed all phases of direct mail projects; monitored production teams; recruited and guided vendors; oversaw print operations and coordinated mailing process.
Communication Skills
· Promoted products and services; generated leads and initiated sales.
· Established and improved client communications; maintained ongoing relationships.
· Addressed customer inquiries; interpreted and delivered information; proposed suggestions; provided guidance; identified, investigated and negotiated conflicts.
· Conducted surveys and analyzed results.
· Coordinated, planned and contributed at trade shows and special events.
· Served as representative and liaison.
Educational Summary and Certifications: 
· HND (Higher National Diploma Marketing) 
Professional Experience: 

Position
:
 Marketing 

Company
:
Chemicals 
Duration
:
Two  Years

Responsibilities:
· Responsible for dealing with customer relevant queries, complaints and request for information on products and services 

· Assigned the tasks of recording all communications between various parties 

· Handled the tasks of drafting documents as requested by Customer Care Manager 

· Prepared daily, weekly and monthly statistical reports 

· Responsible for generating ideas on ways to resolve problems and serve customers in a better way 

· Confirmed customer understanding of the solution and provided extra customer education as required 

· Handled the tasks of preparing customer correspondence and updating customer files 

· Assigned the tasks of responding to customer queries and concerns regarding product and services of the organization 

Personal Details:
· Nationality

:

Ghana

· Date of Birth

:

07-07-1990

· Sex


:

Male

· Marital Status
:

Single 

· Visa Status

:

Tourist Visa ( Long Term)

· Language

:

English 



Declaration: 

I certify that the above are true and correct to the best of my knowledge and ability. If given a chance to serve you. I assure you that I will execute my duties for the total satisfaction of my superiors.
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