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OBJECTIVE

To be a part of a dynamic team that can maximize my potentials and abilities which have been enhanced by my experience.Even wish to prove self in Sales & marketing.
Summary of Qualifications
·     Posses good administrative and organizational skills.

·     Strong interpersonal and verbal communication skills.

·     Capable of developing a strong client’s relationship.

·     Able to work well under pressure and handles a variety of tasks, well motivated, 
       fast learner, flexible and trustworthy.

·     General PC skills in Microsoft Office Applications – Word, Excel, Power point and 
       Outlook for e-mails and internet explorer.

WORK EXPERIENCE
Property Leasing Executive/Consultant      Cando Real Estate Broker (Dubai)

(Dec 13 – till date)

· Dealing with Freehold/Lease Hold properties in Dubai

· Assisting property owners in valuing an accurate sale price/ Rental value for their property.
· Prepare sales revenue reports and provide the same to the area property manager.

· Communicate with the bank representatives and discuss loan options according to the client's budget.

· Advertised about vacant properties and answered all queries of callers.

· Ability to develop and maintain cordial relations with coworkers and clients
Sr. Officer (Asst. Sr. GM Sales/Marktg)
Intas Pharmaceuticals Ltd. 

(March 10 – Dec 13)

· Maintain and develop a computerized customer & prospect database.
· Respond to and follow up enquiries by mail,telephone,and personal visits.
· Monitor and report on activities and provide relevant management information.

· Reporting to Sr.General Manager for the month end Sales & Target Achieved. 

Team Leader (Customer Service)
Nov 2007 – April 2009



Barclays Bank PLC (Dubai)
· Ensured workflow efficiencies, customer service excellence and quality assurance with full banking knowledge.

· Responded to Customer Calls and inquiries regarding Bank products.

· Accurately input data utilizing the exception alpha-numeric keyboard skills.

· Expedited and facilitated the escalation of customer service issues.

· Built a team work environment that encouraged hard work and collaboration.

Account cum Administrative Assistant

Sep 2004 – Jan 2006



Stylish Designers Ltd (Dubai)
·     Understand, analyze and calculate bill statement in order to get precise data.

·     Acknowledging the third parties about the cheques due for collection.

·     Regular posting of bank entries with proper narration details.

·     Maintaining cash statement & Ledger Accounts.

·     Follow up and tracks pending monthly payments.

·     Provide customer feedback for the continuous improvement also handle 
       administrative support as needed.  

Account Assistant cum Customer Service

Nov 2002 – Jan 2004




Aarti Associates Ltd
·     Managing accounts work, booking and keep hold of all ledgers.

·     Maintains various files, listings and records of the company.

·     Maintains the record of all incoming and outgoing Invoices, purchase orders and 
       delivery notes, etc.

·     Coordinates and organized day to day administrative activities. 

·     Data analysis, studying the technical and commercial development in the market.

·     Greet visitors, staff and clients in a courteous manner. Handle inbound clients and 
       outbound customers’ information.

Purchase Assistant - India

June 2001 – Aug 2002




Prakash Trading Ltd
·     Sensing consumer changing perceptions and changes in the fashion and trendy. 
       Modify the models as per fashion trends.

·     Analyzing the preference of the customer for the new trends of products.

·     Assisting in sale forecasting in preference of customers choice of brands and 
       categorize them for better and achieve the set target.

EDUCATION : -

Masters of Commerce Part-1

(Major in Advance Accountancy)


Gujarat University – 2002

Bachelor of Commerce

H.K. Commerce College – 2001

Subjects : -

Basic & Advanced Accountancy

Cost Accountancy


Business & Industrial Economics


Business Statistics


Auditing, Company Law, Insurance.


(Through out English Medium)

COMPUTER Skills : - 

C.I.C from IGNOU


Advanced Diploma in Computer Application.

Dos & Windows

Ms Office (Word, Excel, PowerPoint)

Proficient in the use of Internet and email

PERSONAL PROFILE
Date of birth:


3rd of January 1984
Nationality:


Indian

Sex:



Male

Marital Status:

Married

Languages/Dialects:

English, Hindi, Gujarati.
Naresh 


M: C/o 0506425478


Email:  � HYPERLINK "http://us.f531.mail.yahoo.com/ym/Compose?To=neel_3181@yahoo.com" \n _blank��naresh.311729@2freemail.com� 
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