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Personal Summary  
     A visionary of the bigger picture who has the personality needed to manage clerical workloads to a high degree of administrative accuracy. Riyaz has the required professionalism, focus and can-do attitude needed to bring value to any company he works. He is an expert at preparing sales reports, expense reports and coordinating travel itineraries. In his current role he works with colleagues to assist in the sales and marketing efforts of the company. As a true professional he will always resolve any complaints or concerns in a courteous and friendly manner. He is an enthusiastic candidate who wants to be a part of a growing company that has a clear business plan for future expansion.
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Work Experience
Sales coordinator and Executive Secretary                                                (Temporary Job – August 2016 –September 2016)

In Inter Style General Trading L.L.C. Dubai having stores in UAE and Bahrain that deals with Furniture’s and Fashion Garments.

· Preparation of quotations according to the sales team requirement. 
· Coordinated sales team by managing schedules, filing important documents & communicating relevant information.
· Updating Daily Sales Reports, Monthly Sales report,, Age Wise payables, Global stock report store wise, store wise sales report etc.
· Responsible for updating stock availability, confirmed orders, shipping documents etc by coordinating with supplier.
· Liaise between departments to provide support to sales activities.

· Coordinating with warehouse and store managers for issues related to stock and delivery.
· Follow up on all inquiries and prepare sales proposals.

· Created pivot tables and charts using worksheet data and external resources, modified pivot tables, sorted items and group data, and refreshed and formatted pivot tables.

· Respond to complaints from customers and give after-sales support when requested.
· Inform clients of unforeseen delays or problems.
· Store and sort financial and non-financial data in electronic form and present reports.

· Created and maintained spread sheets using advanced Excel functions and calculations to develop reports and lists.
Sales coordinator, Executive Secretary & Logistics coordinator.                                                        (May 2003 – July 2014)

In Al Aaj Trading LLC an exporter / importer of reputed global brands of perfumes & cosmetics, having a leading wholesale / retail presence in USA and  UAE with an annual turnover in excess of USD 40 Million.

· Responsible for responding to offers, negotiating price and facilitating forecast by coordinating with perfume suppliers and vendors from USA and European countries.  

· Prepared Daily Sales Reports, Age Wise payables, Global stock report store wise, store wise sales report etc.

· Handled clients’ queries & redress their grievances via e-mail and phone.

· Created pivot tables and modified spreadsheets to achieve analytical goals

· Drafted correspondence, memos, conducted online research, provided pickup and delivery courier service

· Organized business itineraries travel arrangements & hotel bookings.

· Prepared documents for import and export of shipment through Dubai and Jebel Ali ports and cross country shipments and entering the Bill of Entry details using Mirsal 2.

· Prepared the Pro-Forma Invoice, packing list and bank details and confirmed the shipping instructions.

· Negotiated with forwarding companies to get the best freight quote for import/export and send the same to the client for acceptance.

· Prepared and sent booking details to the forwarding company, checking the Bill of Lading/Airway Bills and confirming the same to the forwarder, preparing ISF forms for USA shipments.

· Maintained daily records of ship movements and reported the same to MD.
· Provided administrative support to both staff & managers & coordinated with all departments.

· General accounting related duties such as preparation of cheques and payment vouchers.

· Purchasing office supplies and computers and accessories for company.

· Coordinating with IT department for smooth working of computers and network in office and stores.

  Admission Counsellor                                                                                                               (July 2000 - April 2003)
   In National Institute of Information and Technology is an Indian Multinational company that offers learning    management and training delivery solutions to corporations, institutions and individuals.
· Answered the telephone and send/receive e-mails and direct them to the appropriate staff member on receipt.

· Counseled students for information on courses offered at college befitting their requirements and expectations 

· Assisted prospective students by assessing their skills and interests and guiding them through the enrollment process.

· Responsible for planning and organizing promotional events such as campaigns, seminars, counseling sessions, workshops, etc.

· Worked as a mediator between the student and the faculties, if there are any issues and try to resolve it.

· Taking the monthly feedback from students regarding courses and faculties forwarding the same to the director.

· Ensured that students are provided with quality pre-sale and post sales services, to ensure optimal satisfaction.
· Responsible for follow up on student admission process, fees payment, etc., till the final confirmation and actual admission.

 Education & Training
  Certificate of Proficiency in Linux & Networking                         


                          2010

  CMS Institute, Bangalore, India.

  Honors in Network Centric Curriculum                                                    


             2000                                                               

  National Institute of Information and Technology,  Sirsi, India. 

   Bachelor of Commerce                              


                                                                  1998
  Dharwad University, Karnataka, India.
Skills
· Willing to take on tough assignments. 
· Excellent knowledge of Excel (Pivot tables, charts and VLOOKUP etc.)

· Superb attendance record with very few days off unnecessarily. 

· Professional demeanor and attire. 

· Can work well in a fast-paced, detail oriented environment. 

· Able to convey information and ideas clearly.

· Ability to multi-task in a fast paced environment. 

· Ability to perform under pressure and stressful conditions.

· Expert in MS Office Suite (Word, Excel, PowerPoint), Internet, E-mail Applications, Windows OS, Linux and Accounting packages like: Focus and ERP Software Microsoft Dynamics Navision.

Achievements

· Instrumental in the implementation computerization of departments that increased the sales by 15% and also saved the time and reduced the cost.
· Decreased paper wastage by 30% by introducing a “scan and save” method for filing old receipts as well as “print to fax” method for faxing. 
· Received the best Employee Award from (National Institute Of Information and Technology) for the highest number of students registered for one month.
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