	[image: image1.jpg]24D





	Email: sumit.327054@2freemail.com 
  


Sumit 

	Objective

	
	To seek suitable position in a Professionally Managed, Reputed Organization in order to enhance my skills by constant learning and utilize my abilities & skills for the growth of the organization and to grow with & within the organization.

	Date of Birth

	
	22nd November, 1981

	Nationality 

	
	Indian 

	Marital Status 

	
	Single 

	Visa Status 

	
	Employment Visa (Jebel Ali Free Zone) 

	

	
	

	Education

	
	1998 to 2000 
Mrs. K.M.P.M Junior College
                       Tatanagar -India
H.S.C - Commerce (Higher Secondary Certificate)

· Book Keeping & Accountancy, Auditing, Business Organization,
      English, Hindi and Marketing

	Languages

	
	Hindi / Urdu, Bengali, English, 

	Work experience

	
	Nov.08 till Date   Gulf Worldwide Bearings FZE   
Jebel Ali, Dubai 

Senior Sales Executive

Gulf Worldwide Bearings FZE is company operating in Jebel Ali Free Zone, Dubai, engaged in Import, Export & Distribution of Industrial & Automotive Bearings in Middle East, Africa & Indian Sub Continent. The company mainly Imports the products from Far East, Europe & India; and, has some of the Brands like “URB”, “ZKL”, “KINEX”, “D-TEC” & “KYK” under its distributorship to name a few.  As a Senior Sales Executive at this prestigious organization, my responsibilities are: 
· To provide product information to the existing as well as prospective customers & update them with the new arrivals. 
· Seek inquiries from new customers in order to develop new markets to increase sales of the company.
· Receive & Review the clients’ Enquiries and check the availability of the stock with warehouse matching to technical pacifications sought by the customers in addition to offering alternate or compatible products matching to their technical specifications if the item or brand asked by customer is not available in the stock. 
· Monitor stock levels in coordination with warehouse in-charge & request purchase department for procuring items which are below the minimum levels or out of stock, specially the new developments & fast moving items. 
· Prepare quotations as per the customers’ requirements & send it across to them.
· Follow up with clients for approval of quotations & issuance of Purchase Orders.
· Communicate, discuss & negotiate product prices as well as payment terms with customers in line with company’s Sales & Credit Policies.

· Coordinate with Logistics Team for timely Shipment of goods against customers’ purchase orders.

· Instruct the logistics team on preparation of shipping documents in line with payment terms agreed with customers, viz. DA, DP & TT etc. 
· Liaise with the Shipping Companies & Freight Forwards in respect of issuance of Airway Bills or B/Ls including preparation of B/L instructions.

· Review & dispatch the shipping documents to customers and provide support in respect of amendments of the documents where applicable.
· Follow up & collection of payments as well as take measures to minimize overdue or bad debts.
· Participate in periodic meetings with finance department & report the status of Sales as well as collections including reporting on overdue receivables. 
Feb.06 to Oct. 08   Meer Ahmed Meer Trading L.L.C   
Dubai 

Sales cum Stores Executive
 Meer Ahmed Meer Trading is a reputed Textile company in Dubai, dealing in Import, Export of Textile material. The main Imports of the company are from Korea, China & India; and the goods are sold in local market in wholesale as well as the same is marketed in other GCC countries. The company also acts an Indenting Agent for various other traders dealing in same line in Dubai. Here my duties included: 
· Visiting various clients and show samples of new designs and textile material.
·  Offer and negotiate sales price for the above material 
· Send e-mails / faxes to overseas suppliers in respect of price negotiation and customers’ queries about the product.

· Procuring orders from customers

· Preparing indents and getting confirmation from customers

· Co-ordination with overseas suppliers for deliveries of company’s as well as customers’ orders.

· Obtaining orders to sale company’s goods to wholesale buyers and collect payment cheques from them on due date

· Maintaining Stock Register, Petty Cash register and Expenses Book 

· Arranging labor for storage of imports at company’s warehouse

· Maintain record of inventory items 

Feb.05 to Jan.06   Pooja Enterprises  
Tatanagar – India 

Sales Executive (Foodstuff Items)
Pooja Enterprises is a major Distributor of Foodstuff Items, mainly Ready to Eat Snacks in Singhbhum District; which distributes Snack Foods to Wholesalers and Retails in Singhbhum District (mainly Tatanagar).  Here I was responsible for: 

· Marketing and Distributing company’s products to various Wholesalers and Retailers in and around Tatanagar City  

· Procuring Orders from Customers 

· Organizing deliveries of their orders and at times personally delivering their orders in company’s delivery van (Maruti Van).

· Preparing Invoices for the orders / deliveries

· Collecting cheques against deliveries or on due date as per the Invoice

· Co-ordination with warehouse staff for availability of stock and timely delivery of goods

Jun.01 to Jan .05   Harshwardhan Commodities P. Ltd.  
Tatanagar-India
Sales Executive (I.C.I.C.I BANK – Loans and Credit Cards ) 

At this prestigious organization, which acts as Marketing Agent for ICICI Bank, selling its various range of Personal, Auto & Consumer Loans and Credit Cards etc., my responsibilities included: 

· Visiting Prospective Customers.

· Explaining them about the products available.

· Assisting them to select the best product (loan etc.) suitable to their needs.

· Assisting the customers in filling Application Form for the required loan.

· Helping them in Account Opening formalities.

· Verification of Proof of Residence, Identity etc. of the Borrower as per the Bank’s procedures.

July 00 to May 01   Bhagwati Agencies   
     Tatanagar-India
Sales Representative 

Working with this reputed organization, dealing in various Consumer Products and acting as Distributors of Various famous Brands, my duties included: 

· Visiting Wholesalers & Semi Wholesalers’ outlets.

· Getting orders.

· Informing customers about new products, schemes etc.

· Arranging Deliveries by coordinating with warehouse staff.

· Collecting Payments & Depositing the same in bank.

· In addition to above, I also used to assist the Accountant in Depositing Cheques in Bank, Preparing Bills & Some data entry using Tally Accounting Software.



	Hobbies

	
	Traveling, Reading, and Listening to Music.
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