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     CURRICULAM VITAE
Jas 
Jas.318759@2freemail.com   


Objective
To work in a challenging environment with a willingness to learn and prove my skill with an organization where individual skills, dedication and team spirit is recognized and rewarded.

Summary of Skills and Experience
A result oriented professional with years of rich experience in administration and marketing

Effectively looking after overall administration of day to day activities. An energetic, self-motivated team-player with an exposure in Marketing & Business Management 

A keen communicator with the ability to relate to people across all hierarchical levels in the organization. Possess ability to motivate people to achieve organizational objectives.

Work Experience

Master Marketing and Promotion Service (Dubai, UAE)
Al Futtaim Electronics Company LLC 





  
Nov ’15 - present

Sales Coordinator
· Reporting to Business Manager.
· Processing all sales orders for LG (Retailers & dealers) / TOSHIBA (dealers) consumer electronics.
· Maintaining Sales reports and updating the order status.
· Coordinating with warehouse team for ensuring the deliveries for orders.
· Preparing the tracker as per the orders from dealers & retailers.
· Processing the credit notes manually as well as maintaining the PAF tracker (CREDIT NOTE TRACKER) for LG, TOSHIBA, XBOX, MICROSOFT 
· Coordinating with D-LINK for replacement of faulty units like routers, adapters etc.
· Processing D-LINK faulty units with vendors.
· Coordinating with Finance team for posting the credit notes of the retailers & dealers in SAP.
· Used to create orders for B2B & B2C laptops on SAP – Channel Closed.
· Used to maintain all the sales & stock report of B2B & B2C laptop models on weekly basis.
· Used to process back to back orders of TECHSERVE (AL Futtaim Group)
Kotak Mahindra Old Mutual Life Insurance Ltd. (Delhi, INDIA)



Aug ’08 – Mar ‘15
Deputy. Manager-Facility Management Group and HR Coordinator
Admin Profile
· Reporting to Regional Manager-FMG.
· Overall administration of day to day activities.
· Preparing monthly expenses reports, presentation, trackers of the branch.
· Preparing bill vouchers of vendors and send to HO.
· Handling IT related queries at branch level.
· Handling admin related issues of other branches as well when required.
· Assist Zonal vice President for his itinerary, letters, records etc. 
· Looking after the housekeeping, security, maintenance, etc.

· Managing records of couriers, stationery, etc.

· Arranging travel & hotel bookings.

· Maintaining records of courier, stationery, photocopy, electricity, inward/outward material, telephone, petty cash, revenue stamps, etc.

· Maintaining the records of attendance of Security, housekeeping and other support staff

· Maintaining the records of Compliance. 

· Managing marketing collaterals. 

· Managing EPABX.
HR Profile

· Preparing walk-ins data and send to HR twice in a week.
· Managing HR Portal for updating interview feedbacks.

· Documentation of selected candidates.

· Joining formalities of newly joined employees.
· Handling queries related mediclaim, LTA at branch level.
· Maintaining attendance record of Zonal office.
· Regular updation of records and handling queries on ORACLE.
Achievements in Kotak Life Insurance

· First Runner up in HR contest (Shaane –e –FMG) in 2009
· Reportedly nominated for Best FMG in 2012.

· Letter of Appreciation in 1st City Meet of the Zone in 2013
· Rewarded as Best FMG in the Quarter in 4th City Meet in 2014
· Secured Long Service Award for completing of 5 years in 2014
Bitcom College of Insurance Training (IRDA)   (Delhi, INDIA)



Jan ‘07 – Jul ‘08
(A Division of Bitcom Services Pvt. Ltd.)

Branch Coordinator
· Reporting to the Director.

· Overall administration of day to day activities.

· Preparing relevant documents such as letters, notices and reports of insurance.

· Maintaining the MIS database.

· Issuing of IRDA training certificates to companies.

· Making correspondence with the Insurance companies like: AVIVA, Birla Sunlife, ICICI Prudential, Tata-AIG, HDFC Standard Life, SBI 
· Confidential Record Keeping
· Liasoning with banks and suppliers.

· Facilitating receiving and sending of mails.

· Co-ordination of Branches.

· Looking after the Batches in Meerut Branch of the organization also.

Sales Experience of 1yr & 8mths. 
Fast Track Management (P) Ltd. (Delhi, INDIA)





Jun ’06-Dec ’06

(DST-Prime Financial)


For Team Leader

· Handling the Team of 8 to 12 Marketing Executives.

· An effective communicator with abilities in leading motivated teams towards the achievement of organizational goals.

· Ensuring proper training & motivational activity 

· Proficient in handling customer & ensuring customer satisfaction by achieving delivery & service quality norms.

· Bringing Sales for company and generation of revenue.

· Proficient in handling customer & ensuring customer satisfaction by achieving delivery & service quality norms

· Handling customer & ensuring customer satisfaction by achieving delivery & service quality norms.

· Preparing MIS Reports

All India Marketing Services (P) Ltd.
(Delhi, INDIA)





Apr ’05-May ’06

(DST-Citi Financial)    

For Tele calling

· Calling prospect and present client for developing and maintaining relationships.
· Achieving Sales Targets.
· Giving feedback regarding product image to the Branch Manager

· Utilize public information & personal network to develop marketing intelligence for generating leads.
Maintaining database 

· Communication and listening skills and the ability to relate to people from different cultures and backgrounds.

IT Skills
Competency in MS office (Word, Excel and Power Point) and Internet Applications.

Dual Specialization
Major Specialization: Administration
Minor specialization: Information Technology

Additional Certificate
Diploma in Computer Operator and Program Assistant from SGTB, ITI in 2002.
Educational Qualification
Commerce Graduate from Delhi University in 2004.
