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ANISH 

Anish.354132@2freemail.com
OBJECTIVE

I wish to contribute to an organization where I could utilize my skills and experience to excel in the job and grow within the organization. I am a career oriented, conscious individual seeking for a position enabling to perform meaningfully for an optimum productivity. 

PROFESSIONAL EXPERIENCE                                            (NOV 2014 - PRESENT)
COMPANY       
: FALCON GLOBAL GENERAL TRADING LLC 

DESIGNATION
: SALES ADMINISTRATOR
· Managing all the sales related activity of the company.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Resolving any sales related issues with customers.

· Making follow-up calls to confirm sakes orders or delivery dates.

· Respond to complaints from customers and give after-sales support when requested

· Updating and maintaining price lists

· Preparing sales incentive reports

· Assist in the preparation and organizing of promotional material or events

· Inform clients of unforeseen delays or problems

· Communicated with the accounts department regarding payment of outstanding bills
 ACADEMIC QUALIFICATION


BSC COMPUTER SCIENCE – College Of Applied Science (University of Calicut) - 2011

COMPUTER KNOWLEDGE

· OPERATING SYSTEMS ( WINDOWS 2008, VISTA, XP, 7,8)

· Microsoft programs (Word, Excel, Power Point, Access, Outlook)
· Enterprise Resource Planning’s System(FACTS ERP)
PERSONAL DOSSIER

Gender

             :   Male

Marital Status
             :   Single

Nationality
        
 :   Indian

Languages Known   
 :   Malayalam, English, and Hindi

Visa status
:
  Employment Visa

DECLARATION:

I hereby declare that all the above-furnished details are true and best to my knowledge.








ANISH  
