Vinu.339406@2freemail.com
Attn: The H.R / Personnel Manager
Sir,

 Sub: Covering Letter for Jobs Search in UAE for Vinu Jacob Peter 
Suitable Job searching for:  Marketing / Sales / Leasing & Facility Management / Business Development & Administration / Oil Field Trading. 
                                                   
Considering it as a privilege to be a part of your esteemed organization, let me submit my Curriculum Vitae for your kind perusal and consideration.

I have developed a lot of expertise in the field of Marketing / Project Sales / Customer oriented sales / Administration / Leasing & Facility Management / Real Estate. My ability to think logically and take quick sharp decisions, by seeing this parents / friends turned me to take MBA Degree and my Teachers /Seniors / Colleagues has helped me to develop the attitude needed for a successful Marketing / Sales / Administration / Facility professional. I had to be a lot of research and project work to attain my M.B.A Degree from Madras University, which had helped me to gain sound knowledge in this field.

Recent works on  Fire Fighting systems / Fire Alarm System /  FM 200 / Novec System   with  Newage Company & NAFFCO (2012-2016), my expertise in the field of Marketing / PROJECT Sales / After sales / Warranty /Maintenances contracts –AMC contracts as per UAE Civil Defense rules with Oil Companies / Govt. Sectors / Engineering & Civil consultants / Construction Fields / Factories / Hotels / Schools to look after the Sales of Fire fighting Products and its After sales Warranty & Annual Maintenance contracts. Responsible for heading up from TENDER STAGE onwards upto FINALISATION in various Building PROJECTS with Corporate clients, Building relationships with existing clients in an attempt for the expansion as per UAE Civil Defense Rules, new potential business deals by analyzing market strategies, evaluating options, resolving internal priorities as recommendation for the existing & new clients.
From UAE Property market working with Safeline Properties LLC (2007 -2012), I got more strength on Leasing & Facilities Management, Executive Staff Accommodation Management, Building management, Property (Leasing & Facilities), Property maintenance, Camp/ Executive Accommodations, Annual Maintenance /Monthly /Daily Maintenances & contracts execution etc. 

Working with Bin Hamoodah Trading Division during 2004 to 2007,  (Dealers for ACDELCO Automotive Batteries & Lubricants / VARTA Batteries) Abu Dhabi, I got a new line of Customers in Oil Companies, Govt. Offices, Automobile Industries, Wholesale Automotive Suppliers, Major Construction Companies, Schools,Hotel & Catering companies, Transport Companies & Automotive workshops in Abu Dhabi. 

Since 1999, I am here in UAE, has given me enough exposure to know Abu Dhabi, Alain, Dubai & other Emirates.
I do possess a valid UAE DRIVING LICENCE. NOW I AM ON VISIT VISA VALID UPTO APRIL 2017. 
I am a fast learner and I believe in myself more than anything. I am prepared to face any challenging work environment and confident of adapting to any position easily and quickly.  I could also get along with any superiors and sub-ordinates in an able manner. Having required the necessary experience in Marketing /Sales / Personnel /Facility Management/ Finance, I fully assure, I could handle my job assignments confidently and to the entire satisfaction of the management.

If given an opportunity to work in your esteemed concern, I believe it will be a mutually complementing experience for us.

Yours Sincerely,

Vinu 
                                                             Curriculum-vitae
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To, 
The H.R Manager

Sub:  Application for the post of   Marketing /Business Development /Sales Positions.  
	Vinu 
	 
	 

	  Age:                            45 years

	Nationality:               Indian

	Sex:                             Male
	Marital Status:       Married

	Driving License:        U.A.E
	 Languages:             English, Hindi, Malayalam.

	 
	 
	 

	Educational Qualifications:
	Period:      1991  To 1994
	Bachelor of Arts -  B.A Political Science   (M.G University

	 
	Period:    1994  To 1996
	Master of Business Administration (M.B.A- Madras Univ:)

	 
	Period:   1996  To 1999
	Bachelor of Law (Bangalore university)  - Course completed

	 
	 
	 

	Educational Projects:
	FACT -Marketing Division
	Subject:  Brand Awareness of Customers (For MBA)

	 
	MIRC Electronics (ONIDA TV)
	Subject:  New Color TV Buyers in Kerala   (For MBA)

	 
	 
	 

	Work Experiences:
	 
	 

	Project -  Senior Sales Executive
	2014  Oct To  OCT 2016
	NEWAGE FIREFIGTING COMPANY  Abu Dhabi.

	Sales Account Manager
	2012  June  To  2014  April
	NAFFCO / Dhabia Trading  Abu Dhabi.

	Facilities / Leasing Administrator                            

Senior Sales Consultant  
	2004  June  To  2007 April
	Bin Hamoodah Trading & Gen. Services, Abu Dhabi.

	Senior Marketing Executive
	1999  June  To  2004 May
	Philips Stationers & Office Equipments, Abu Dhabi.


CAREER AND EXPERIENCE : 
·  More than 17 years work experiences in UAE  specifically in Marketing (Sales), Firefighting Extinguishers & Equipments, 

    Oil Field Equipments, Real Estate Business, Facilities / Building Management / Automobiles - Car Batteries & Lubricants /

    Office Automation & Administration. 
·  Exposure to the U.A.E Market especially in Abu Dhabi, Dubai area:-Good contacts with Major Oil Companies,  

     Real Estate Groups, Govt. Offices, Engineering & Civil Consultants, Major Construction Companies, Hotel & Caterings, 
     Cargo & Transport Companies.

· Fire Fighting Equipments (Marketing / Sales / After sales / Warranty / Maintenance), Annual Maintenance Contract (AMC). 
     Project Sales ( Tender stage upto finalization), Supply of materials to traders, AMC Value Evaluation, Fit out works as  
     per UAE Civil Defense Rules.
·  Open new client demands & Closes new business deals by coordinating requirements; developing and negotiating
 Contracts; integrating contract requirements with business operations.
·  Screens potential business deals by analyzing market strategies, deal requirements, potential, and financials; 
     Evaluating options; resolving internal priorities.

·  Responsible for heading up new Projects & expansion in new channels for new Business.
·  Various H.R Policies & Procedures, Property Contracts For Staff, Labour Accommodation, Management Systems,
     Labor policy, Housing, Transport.
·  Knowledge on Commercial / Personnel Applications:- Oil Field & Govt. Registration Process, Export Procedures,

     UAE Civil Defense Rules, Safety policies, Fire Fighting Systems, Security Services.
·  Real Estate Business for Residential / Commercial Properties, Company High Profile  Executive Staff Accommodations, 
     Labor Camp Managements, Property Maintenance, , Catering/Food for Staff.
·  Initiates to collect Product Information’s for the new and existing products to prepare necessary Marketing plans

     (Market Study), Design and develop various Marketing Applications, Business Promotions, After Sales Services on 

     area basis,  Prepares Tenders / Quotations, Closing order, Re-order levels  

·  Good team player with inter-personal and communication skills, ability to maintain & exceed targets / goals.

· Holding  valid U.A.E CAR DRIVING LICENCE                                                                                    

Considering it as a privilege to be a part of your esteemed organization, let me submit my Curriculum Vitae for your kind perusal and consideration. If given an opportunity to work in your esteemed concern, I believe it will be a mutually complementing experience for us. 
Vinu - 
Common Responsibilities for Business Development & Sales Team members

•
Protect the company market image and strengthen credibility across the region and provide the team an effective communication plan of all company products and services in the country.

•
Prepare Business plan coordinate with senior managers.  Implement sales plans that will facilitate the achievement of revenue. Ensure effective implementation of all sales programs for the prompt resolution of issues of key accounts on a daily basis.

•
Establish a strong relationship with existing & potential clients, consultants, contractors and to get the feedback about products.

•
Sales target monitoring and planning for achievement on regular basis. Generate sales opportunities by identifying appropriate business targets. Register all the incoming enquiries and outgoing quotations for easy tracking and follow up.

•
Prepare action plans for effective search of Marketing leads and prospects. Assist in the development and implementation of business development objectives in line with the company's business plans. Provide timely feedback to senior management regarding performance and Carried out proper reporting and escalation procedures.

•
Generate /collect enquiries from client, consultant and contractor; and work closely with team

members to develop service proposals. Submit proposals and closely follow up with client and update the status to management. Arrange final negotiation meeting and close the order along with top level management.

•
Preparing quotes, sending them across on timely basis with samples and proper follow up. Explore new sales opportunities while negotiating on specifications, price and delivery with the new and existing clients.

•
Attend primary meetings with new clients to introduce the company and maintaining a good

relationship with them through continuous follow up.

•
Coordinating with the Sales, Logistics Dept and with various departments for the timely delivery of services.

•
Providing impartial advice to ensure customers purchased the right product. Handle customer issues, resolution and communicate escalated issues to the Senior Manager.
•
Deliver and maintain a quality service at all times. Collect, accurately record and update information according to company quality standards.

•
Handle both incoming and outgoing sales calls, answer customer queries by phone, email and in person. Manage the customer relationship in pre-sales for an effective handover to post sales.

•
Providing a professional and excellent level of customer service with existing and new customers. Prepare quotations and proposals for client orders and deal with any queries or complaints effectively.

•
Meet the potential clients and to coordinate development of action plans to initialize new projects. Status review meetings, weekly, monthly and quarterly updating of the business to the senior management, study of competition and implementing strategies to meet market challenges, developing better methodologies to take the business to the next level.

•
Handling customer complaints, service from the Customers directly, Coordinating with internal office to meet customer's requirement, Follow up of ensuring committed service to the clients and after sales issues.

•
Coordinate with Finance team and client for invoicing and payment outstanding collection.
   CV of Vinu 
