Siddiq
Siddiq.347757@2freemail.com 
Application for the post of Sales Supervisor/ Sales  Officer  
I am very glad to offer myself as a candidate for the above post in your esteemed organization and hope my credentials in addition to my communication and interpersonal skill would match your requirements. 

I gained my  Master of Arts (English) from Bharathidasan University, India and Diploma (Electrical and Electronics Engineering) from SKAP Polytechnic, India.
The 15 years of vigorous work experiences as Teacher, PRO and Sales Representative, Principal and spoken English Trainer have prepared me to take up even the most demanding of the jobs the industry has to offer. 

I have worked as an Administrator in St.Paul’s Higher Secondary School,  India  for one year and as a Public Relations Officer in Saravan Dental College, India. A year  as a Sales Representative for SM Food Bombay  India,  for two years in Hector & David, Chennai. 
I have worked as an Lectorer in English  for ten years in SBMS College Kottakkal,(India). Al Jamia Al Islamiya Santhapuram(India), Little Indian Public School (India) , Islahiya Arabic College Tirurkad (India) and Pradibha College(India). I have worked as a Sales Representative in SM Foods Bombay,India.(2 years) As an Administrator in St.Paul’s Higher Secondary School,Chennai,India.(1 year) and as a Public Relations Officer in Saravan Dental College, India for one year.Besides this I had ran an own school,Tuition Center and Spoken English Center(WESTERN ENGLISH)

At present I am working as a Sales Supervisor in HOTPACK trd Company LLC. Sharjah.  

I would be very much obliged if you give me an opportunity for a personal interview at your convenient time so that I can prove my mettle and give you more details about me. My resume is attached herewith.

Objectives

To work with an internationally reputed organization where my qualification, experience, skills and capabilities will be focused to the best interest of the organization enabling its dynamic growth.

Professional Synopsis 

· The 15 years of vigorous work experiences as Teacher, PRO and Sales Representative, Principal , spoken English Trainer and Sales Supervisor have prepared me to take up even the most demanding of the jobs the industry has to offer.

· Energetic and enthusiastic.
· Initiative, Responsible, Punctual and Organized.
· Outstanding personality and good command over multi languages.
· Cooperative and adjusting nature on new environments.

· Enough courageous to face new challenges in career. 
Work Experience
Sales Supervisor

· As a Sales Supervisor in HOTPACK Company, Trd. LLC.Sharjah.

                                                                                                                April 2014 – Still dated

· Co ordinating Day to Day sales efforts of the sales team.
· Leading, Directing and Motivating Sales team.
· Assist to collect payment/LPO’s / Orderon time.

· Presiding over Weekly and monthly staff meetings.

· GPS follow up  of sales team.

· Monitering attendance and punctuality reports.

· Follow up /upto dates/Daily, Monthly and Quterly repots to seniour officer and sales team.

· Help to achieve their sales target.

· Handle customers questions, complaints and issues.

· Approve contracts with vendors.

· Field training for new salesman / sales rep.
· Uptodates Daily sales through Whats up group.

· New customer creation/send Quotation through mails

· Collecting Daily/Weekly / Bi- Monthly /Monthly reports from Sales team. 

Food Service Supervisor
· As an Office Administrator in CITY BERGER RESTAURANT , Deira , Dubai.  20013 - 2014
English Teacher
Little India Public School,Kerala, India                                                              June 2011–13
· Initiate, facilitate, and moderate classroom discussions.
· Evaluate and grade students' class work, assignments, and papers.
· Prepare course materials such as syllabi, homework assignments, and handouts.
· Prepare and deliver lectures to undergraduate and/or graduate students on topics such as poetry, novel structure, and translation and adaptation.
· Maintain student attendance records, grades, and other required records.
· Plan, evaluate, and revise curricula, course content, and course materials and methods of instruction.
Principal 

School of Business and Management Studies, Kottakal, Kerala, India   May 2010 -June 2011
· Establish and promote high standards and expectations for all students and staff for academic performance and responsibility for behavior.

· Manage, evaluate and supervise effective and clear procedures for the operation and functioning of the school consistent with the philosophy, mission, values and goals of the school 

· Establish the annual master schedule for instructional programs, ensuring sequential learning experiences for students

· Supervise the instructional programs of the school, evaluating lesson plans 

· Establish procedures for evaluation and selection of instructional materials and

equipment

· Establish a professional rapport with students and with staff that has their respect.

· Keep the staff informed and seek ideas for the improvement of the school.

· Communicate regularly with parents, seeking their support and advice, so as to create a cooperative relationship to support the student in the school
 Lectorer in English 
Al Jamia AI Islamiya Santhapuram, Kerala, India                                       June 2006 – May 2010
· Prepare and deliver lectures to undergraduate and/or graduate students on topics such as poetry, novel structure, and translation and adaptation.
· Maintain student attendance records, grades, and other required records.
· Coordinating the various Co Curricular activities

· Assisting the Principal in official works

· Letter Drafting 

Lectorer in English 
Islamiya College, Talikulam, Kerala, India                                       
           June 2004 – May 2006

· Planning and preparing courses and lessons

· Teaching according to the educational needs of the students, the pupils assigned, 

including the setting and marking of work to be carried out by the pupil in school and elsewhere

· Assessing, recording and reporting on the development, progress and attainment of pupils

· Promoting the general progress and well-being of individual pupils and of any class or group of pupils assigned

· Providing mentoring and advice to pupils on educational and social Matters.

· Making records of and reports on the personal and social needs of pupils

· Communicating and consulting with the parents of pupils 

Administrator

St.Paul’s Higher Secondary School, Tamil Nad, India  

            Jul. 2002 – Jun. 2003

· Deal with incoming and outgoing post, including assisting with the dispatch of    

· Information / support and fundraising materials.

· Maintain and develop procedures and systems to ensure the maintenance of manual and electronic filing systems.

· Maintain up-to-date records of staff records and leave administration.

· Office focal point in liaison with the Accounts team, for the processing of invoices, petty cash handling, weekly Bank run.

· Responsible for maintaining stationery levels and reordering as necessary.
Public Relation Officer

Saravan Dental College, Tamil Nad, India  

                         Dec. 2001 – Jun. 2002
· Identify main client groups and audiences and determine the best way to communicate publicity information to them.

· Write interesting and effective press releases, prepare information for media kits and develop and maintain company internet or intranet web pages.

· Develop and maintain the College's  image and identity, which includes the use of logos and signage.
· Manage special events such as sponsorship of races, parties introducing new products, or other activities the firm supports in order to gain public attention through the media
Sales Representative 

SM Food Bombay, Tamil Nad, India  



            Jan. 1999 – Nov. 2001
· Launched fist time in Chennai.
· Create an outstanding buying experience for the customer

· Create a professional buying atmosphere

· Greet all customers in a professional, friendly, and timely manner, including answering phones and directing customer inquiries

· Assess customer needs and right fit with the total technology solution

· Participate in marketing efforts to solicit new business, including but not limited to outbound calling, community involvement, outreach programs, and promoting the brand inside and outside the store/retail location.
Educational Qualifications

1. Master of Arts (English)
Bharathidasan University, Tamil Nad, India    
      



    April 1999

2. Bachelor Degree in Arts (English)
Annamalai University, Tamil Nad, India    
      



    May 1996

3. Diploma in Electrical and Electronics Engineering
SKAP Polytechnic, Madhurai, Tamil Nad, India    
      


    April 1993
Computer Proficiency

· DCA (Diploma in Computer Application) 
Languages Known

· English, Hindi, Tamil & Malayalam 

Declaration

              I hereby agreed that the above information given by me is true to the best of my        knowledge and belief. 
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