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	Objective
	I seek the opportunity to apply my academic and professional skills in an organization of repute.  In addition, I believe that my knowledge and experience as a Secretary, Marketing and Service  Coordinator, and Inside Sales will enable me to prove myself and I am confident that I will be able to accomplish the task given to me in accordance with the quality service offered by your organization.

	Professional 

Experience

	WORK EXPERIENCE OF 28 YEARS
From: 18th Nov. 2007 till July 2016 was working for First Video Communication FZ LLC -Dubai
First Video Communication – FVC which was founded in the year 2000 is one of the leading Value Added Distributors across Middle East and North Africa.  FVC supplies businesses with the best solutions from the leading world brands for installing professional and universal technology platforms including Rich Media Conferencing, Unified communications, Information Security & Network Optimization.
From year 2013 was handling Procurement and Sales /service Coordination.
Handling procurement for Service related products for Vendor Polycom for all the Regions -(Middle East / Egypt /Saudi Arabia / East/West & North Africa).

· Point of Sales 
· Service Renewals

Profile at FVC

· Which involves, receiving request from All FVC Regions for the orders to be placed to Vendor Polycom.

· Checking for packing details and proof of delivery with the logistics, and processing Service Purchase Orders to Vendor.  
· Completing the whole process in the Orion System as: Service Return Note, Bundling Process and doing the Invoicing. 
· Downloading Pending Report from the system and following up for completion / placing of orders with Sales Co-ordinators.

· Follow-ups on Renewal Orders with FVC Sales and giving them quotations.

· Helping Sales as well as Sales Co-ordinators in issues related to part numbers for order placement.  Creating Part numbers in the Orion system.
· Giving quotations to Sales Co-ordinators.

Profile at FVC for Vendor Polycom
· Well versed with Polycom Online Quoting Tool

· Checking on quotes through Polycom Portal for procurement and getting NST quotes from Polycom as and when required.
· Follow-up with Vendor Polycom on issues related to Orders.
· Follow-ups with Vendor Polycom for order acknowledgements and activation of the orders. 

Year Oct . 2012- Nov. 13-Had taken up a role of Inside Sales for Polycom Renewals:

· With the existing network generated new business.

· Maintained D ata base of customers for new business

· Giving Renewal Quotes to customers for Polycom Products.

· Regular follow up with Partners on the quote for orders.
· Weekly and monthly reporting on the targets achieved  
· Pipeline management and reporting back to Service Manager
Year Nov 18th 2007 – July 2016 was managing solely - Return Material Authorization – RMA for FVC products like Polycom – Video Conferencing Units AND Networking Vaddio, Alcatel Lucent, Barco. 
In FVC – I was responsible for all RMAs for all FVC products and for all FVC Regions
JOB PROFILE:
The RMA process for all FVC products is different with different Terms & Conditions.  

RMA enquires are received through emails, phone calls or RMA Internal form designed by me.
· To process RMA using Vendor Portal.

· Follow-up for the defective units to be shipped to Vendors and on Replacement units to be shipped to customers.

· To follow-up directly with Vendors  – RMA department and Logistics
· To give quotes on out of warranty units and follow –up for purchase order for repairs.

· To give leads to Service Sales for support of the units once out of warranty.
· To complete sales cycle by timely payment follow -up for the payments and make invoices accordingly. 
· Updating customer / partners with all RMA details and answering their queries.
· Responsible for managing service inventory.
· Liaising with forwarders for inbound and out-bound shipments. 
· To follow-up with the Warehouse on Inbound and out-bound ship outs.
· To maintain out of warranty profits and show profit to the Management. 
· Managing RMA data base for all the FVC Products.
RMA for Vaddio – FVC needs to process Advance Purchase orders if units are Dead On Arrival / Advance Replacement. To request for purchase orders from customers and place FVC Purchase orders to Vendor. 
In the early years with FVC, have also handled RMAs for TippingPoint, Barracuda, Proxim, Digium, Google Appliances,  Riverbed, nCircle, Streamcore, iPoque.

Handled Training Coordination - FVC has a Training Centre and Trainers to deliver Product trainings to Technical Engineers for Customers from Nov 18 2007 to April 2010
· Coordinated Training Calendar at the beginning of the year for all products

· Ensuring Training Rooms are booked well in advance and well equipped with units for the training as well with training material.
· Sending training requests and details to customers / partners.

· Coordinating and follow-ups for purchase orders / advance payments for the trainings.

· Booking tickets, visa and stay for the Trainer.

· Arranging tea-breaks / lunch and maintaining expenses for each trainings separately.
· Maintaining training details and submitting it to Finance once training is completed. 

· Ensuring that Attendance Sheet is signed by the attendees and then issuing them certificates or Prometric vouchers according to the number of attendees.
· Coordinating with other offices for trainings held outside UAE.

From :  21st October, 2001 to 31st October, 2007 -Jumbo Electronics Co. Ltd. LLC – Dubai – UAE
Jumbo Electronics Company Ltd. (LLC) ISO 9001 certified Company which was founded in year 1974 is a leading name in the field of Consumer Electronics, Information Technology, Telecommunications, Office Automation and Home Appliances and is well spread out with 30 Retail Stores across the United Arab Emirates and with 9 Service Centers to serve after sales support
Marketing Coordinator  Jumbo Easy Payment Scheme 
From: June 2003 handled Hire Purchase Scheme, an Installment Scheme in association with the Bank Emirates NBD.
JOB PROFILE:

· The job involved processing of Application Forms and coordinating with the Bank, the showrooms and the customers on regular basis.

· Receiving Customers Application Form along with the documents required from all 27 Stores in UAE, checking for proper documentation and sending it to the Emirates Bank.

· Regular follow-up with the Emirates Bank for updates and approval and customer related issues.

· Updating the Showroom and the customers for their applications.

· Checking and tallying the invoices for signature and compiling the invoice copies for the goods received by the customers and sending it to the Finance.

· Attending Tele-inquiries for the direct customers.

· Submission of report for Installment Tracking on monthly basis to Division Heads.

· Advice the bank branches on documentation process.

· After sale support:

· Tracking of customer installments and payment dues.

· Resolution of disputes between the bank and the customers.

Product Insurance Scheme

Jumbo Electronics in association with Oriental Insurance Co. gave Free Insurance for items purchased from Jumbo stores in UAE.

JOB PROFILE:

· This job involved co-ordination with the Insurance Co., Services Centres, Showrooms and customers all over UAE.

· Insurance Claims sent to the Insurance Co. for processing and if approved a credit note is issued against repairs or redemption at showrooms for complete loss with a turnaround time of 48 hours.

· If complete loss, then salvage units to be collected from the Service Centres and sent to the Insurance Co.

· Submission of Premium Report to Finance Dept & Division Heads.

Coordinated Trainings and ensuring a smooth implementation of Training Calendar.

· Maintained and coordinated Retail training Calendar for Internal Showroom Staffs.
· Coordinated with Divisions for New Product Training on regular basis.

· Coordinated with the Store Managers for names & informing them of the Training Schedule.

· Coordinated with Admin. Dept for Transport, Training Room &lunch arrangements.

· Maintained Attendance Register for staff attending the training and updating each employee record in the System. 
Have a certification of Diploma in Secretarial Practice with shorthand and typing speed of 90 wpm. So, I used my skills in earlier years.
 Secretary  - Joined the Company on 21st October, 2001 as an Operation Secretary in the Retail Division and was reporting to The Retail Sr. Manager.

JOB PROFILE:




· Taking down dictation in shorthand & typing the same in the required format.  Maintained files with different subjects as per the requirement.
· Replying to emails as per the details given.
· Maintained Manager’s daily calendar, fixing up appointments and arranging meetings.
· Fixing up appointments for new business development and new showrooms opening.

· Coordinated with Divisions for prices lists and forwarding the same to the Showrooms.
· Preparing various reports like,  Daily Showroom Sales Summary, Showroom Performance, Stock Ageing Analysis and follow-up with Area Managers for the reports.
· Coordinated on Customer Complaints / Appreciation letters between customers, GM, Area Mangers and Store In-charges.

· Coordinated in the Appraisals of Retail Staff during Performance Appraisals.

July 1998 to August 2001 - Mass Kinematics Pvt. Ltd., Panaji-Goa, India (known as Kineco)

SECRETARY
Joined the Company in July, 1998 as a Secretary and was reporting

to The Chairman and The Managing Director of the Company.

JOB PROFILE:




· Taking down dictation in shorthand & typing.

· Maintained Official & Personal files and updating records of all contacts.
· Taking down messages for the Director.

· Arranging Board meetings and making appointments for the Chairman and the Director.

· As the Director traveled extensively for new business and exhibitions all over, chartered out foreign tour programs accordingly.

· Coordinated with Travel Agents for Air/ Hotel Bookings, documenting and categorizing travel claims and putting the same up for claim, preparation of travel reports.

· Prepared Minutes of the Board Meetings. 

· Handled all personal bank accounts and investments.

· Timely payment of bills.

June, 1990 to July, 1998 - Vam Organic Chemicals Ltd., Ahmedabad, India - Secretary
Job Profile
· Doing the same secretarial work with maintaining of files, Inward / outward registers

· MIS Documentation, preparing quarterly, monthly reports and sending it to H. O.  
· Maintained Attendance register for all the Staff at the Branch and sending it to H.O. every month end.

· Maintained Contracts of Air Conditions, telephones, LAN System, E-mail, Eura clean and Aqua clean.  

· Hotels and Airlines booking for Executives.
STENOGRAPHER
April, 1988 to May, 1990

Starting of my working Career, I worked as a Stenographer for two Private Companies and gained experience in the field.  The work involved was taking dictations, typing and all office related secretarial work.

	Education
	Academic

Bachelor of Arts – from SNDT Women’s University, India.

Specialized in Sociology as main subject with a degree of Ist Class.

Professional

Diploma in Secretarial Course from Jivan Vatika Institute of Secretarial 

Studies, St. Xavier’s Mirzapur – Ahmedabad, Gujarat –India

Trained in Lotus Notes and J.D.Edwards ERP Program at Jumbo, Dubai. In the ERP System, I have handled the Administration, Leave & Travel menus.

Well versed with Orion Ent – Ver 10.6
Have done HR course Advanced Human Resources and Admin Skills from

NADIA Training Institute- Dubai in 2014. 

	Skills

	Typing Speed       : 75 wpm.

Shorthand Speed : 80 wpm. 

Excellent Communication skills

Computer skills MS Office, Internet, Lotus Notes, ERP - JD Edwards, Orion.

	Key Strengths
	· HIGH LEVEL OF CONVINCING POWER

· Speed is my key strength,

· Grasping Power.

· Loyal, highly self-motivated, and a dedicated team player.

· Ability to communicate and coordinate effectively at all levels.

· To work under pressure & meet deadlines with no supervision.

· Well organizing capabilities.

	Awards 
	Recognition Awarded in the year 2010

Special recognition in the year 2013.

	Interest


	Interacting with people, Cooking, Singing-dancing, Playing badminton 

	Languages known

	English, Hindi, Konkani, Marathi and Gujarati

	Driving License

	Having a valid UAE Driving License – validity 26/10/2025

	Marital Status

	Married

	Visa Status

	Husband’s sponsorship.


	
	

	Values & beliefs
	I firmly and irrevocably believe in the firm values of loyalty and integrity. My personal wish is to enhance my professional career through long-term association with the Organization.


JESSIE


� HYPERLINK "mailto:JESSIE.338479@2freemail.com" �JESSIE.338479@2freemail.com�  
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