Komal 
Komal.344658@2freemail.com
I am a positive, confident, and passionate individual who earns respect of both colleagues and customers through excellent communication and interpersonal skills. A dedicated, professional and proactive individual who can adapt to change whilst maintaining an excellent work ethic. Thrives on new challenges and consistently attains and exceeds targets through effective leadership.
WORK EXPERIENCE
Cordstrap Middle East Limited (Jebel Ali Free Zone)




November 2008 – Present

Sales Support and Tele Sales
Responsibilities:

Handle all customer queries and orders, prepare the monthly sales reports, co-ordinate between the customers and the sales team on various matters, and assist the Credit Controller on overdue payments. Tele sales and Administrative work which includes invoices, quotations, updating the customer database and presentations. 

Achievements:
· Promoted from an Assistant Administrator to Debt Controller and to Sales Support in 2010

· Achieved 100% of the sales target in 2016

· Reduced outstanding payments by 90% in 2016 while working with the Credit Controller.
· Successfully scheduled deliveries to all customers within the agreed Service Level Agreement by coordinating with the Finance, Production and Planning Department. 

· Successfully handled and solved customer complaints concerning product quality by coordinating with the Quality Department. 

· Developed a unique and effective tracking system for keeping a tab on daily operations. 

· Was selected for training in Cordstrap Netherlands Head Office on a new Customer Service Management Program (First Phase).

· Successfully completed training the colleagues in UAE, India, Malaysia and Thailand on the CRM Program. 

· Recognized and appointed as one of the Brand Ambassadors for the CRM Program.
German Gulf Enterprises Limited (Sharjah)




         August 2006 to November 2008
Sales Administrator and Assistant Logistics Coordinator
Responsibilities:

Managing high volume of Customer enquiries via phone calls and emails, preparation of quotations, supporting the sales team with general operations to help reach team’s objectives. Assisting in scheduling and managing deliveries and handling administrative work which includes invoicing, presentations, filing. 

Achievements:

· Promoted to assist the Logistics Manager as Assistant Logistics Coordinator
· Successfully handled the chief correspondence activities, maintained healthy relationship with majority of the sales executives and their associated customers, inspecting the client records and processing the accounts and major invoices. 
· Successfully assisted in scheduling the deliveries to the customers by coordinating with the suppliers and shippers. 
Sharjah & Kuwait Manufacturing Co. LLC (Sharjah)

      
           
September 2003 to December 2005
Personal Assistant to the Sales Manager

Responsibilities:

Assisted the Sales Manager in day to day activities, which included secretarial and administrative duties, visa and travel arrangements, organizing and attending meetings, liaising with the clients and suppliers. 
Achievements:

· Increased office correspondence efficiency by 60% by streamlining processes and administrative tasks. Introduced a diary system that automatically alerted each executive of schedules and appointments. 

· Successfully handled all personal and official duties of the Sales Manager. 

Al Kazim Chemicals and Paints Factory (Dubai)


        
             
 
August 2000 to May 2003
Executive Secretary to the CEO
Responsibilities

Provided administrative support to the CEO, which included organizing and maintaining appointments / meetings, travel and hotel arrangements. Handle and prioritize all confidential documents, outgoing and incoming correspondence. 
Achievements:

· Was the first point of reference for queries in the office.

· Successfully completed duties with great time management and multi-tasking abilities. 

· Successfully re-organized company filing system as per the ISO audit requirements, which significantly increased efficiency of work progress.  

Hawk Publishing (Dubai)



        




February 1997 to June 2000
Telephone Operator / Secretary
Responsibilities:

The work involved handling of product enquires, on a busy 22 line switchboard system apart from Secretarial duties such as issuing letters, emails, quotations, maintaining client data base, assisting the back office team in verifying customer details.

Achievements:

· Promoted from Telephone Operator to a Secretary for the Sales Team. 

· Successfully managed a Sales Team of 30 members, in terms of daily administrative duties. 

Education & Training

· Completed Higher Secondary School in 1995

· Completed a Secretarial Course in 1998
