    SALMA 
Salma.357182@2freemail.com
EDUCATION:  Bsc IT from Sikkim Manipal University of medical sciences and Technology in 2005 (Distinction). IT SKILLS: Ms Office, Internet applications, Java, Oracle, DBMS, C++ etc
OBJECTIVE:                                                                                                                    



                                                                                                  Enthusiastic to seek a senior management role in an Organization where I could strategize and implement my concepts, ideas and experience in meeting the Organization defined Corporate Objectives, Vision and mission by contributing towards the growth & well being of the Organization. Seeking Assignments in CUSTOMER SERVICE, ADMIN & MARKETING.
WORK EXPERINCE
Nov 2016- Till Date:  AL Futtaim ORIENT : Working as Insurance Advisor. Generated new leads and data bank. Sale of insurance products like LIFE, MEDICAL and PENSION.
Jan 2011- June 2016. THE CHATTELS EXPERT. 
ADMINISTRATIVE EXECUTIVE.

Managing a team, administration, Marketing of Various projects. Co ordination with the clients for various projects like apartments, Land, Villa, Resale and Rental of Commercial and Residential units.. Channel Partnering with various builders for the properties, arranging site  visits, document verification for the clients through legal associates, sale closer, Agreement drafting etc.
 Nov 2010- Dec 2011. LAVISA INFRASTRUCTURES LTD.  
SENIOR SALES MANGER.
Handling a team of 12 members, the sale of land / plots in Lavisa Township. Responsible for achieving monthly sales target, collection of Payments from the clients and Promotional activity of the projects and making MOU and agreement for the land purchased by the clients.

Nov 2009 - Sep 2010.  ARTHA PROPERTY SERVICES.  
COORDINATOR SALES

Promoted to Asst Manager Sales in 6 months, Started with co ordination between the sales team and clients. Later promoted to sales executive and started handling individual projects. Independent Projects handled and sold. The Residential project GREENS with 300 residential flats were sold in 2 months and was promoted as Asst Manager Sales.
Sep 2006- Nov 2009. PURAVANKARA PROJECTS LTD
CUSTOMER CARE EXECUTIVE:  
Project Handover, Handled villas and apartment handing over, collection of payments, sending reminder mails for payment, interest collection on delay.

 Attending clients’ query related to payment, Interest and after sales co ordination. review and assess customer service contracts
Oversee the achievement and maintenance of agreed customer service levels and standards
Review customer complaints, track customer complaint resolution, handle complex and escalated customer service issues

Monitor accuracy of reporting and data base information, co-ordinate and manage customer service projects and initiatives, ensure budget requirements are met, evaluate and performance manage staff

Aug 2005- June 2006- VANGUARD SOFTWARE SOLUTIONS. 

Software Engineer for IT solutions for 10 months, Technical support and solution for Internet software problems for overseas clients.

KEYSKILLS

a. Successfully achieved the sales numbers by giving excellent customer satisfaction

b. Managed a large team responsible for achieving sales targets and implementing sales plans for various projects for high end residences and commercial projects.

c. Have cultivated utilized a strong channel partner networking in India with BRAI and NAR.

d. Have an excellent communication, administration skills and been a successful team   manager who enjoys the trust and respect of my subordinates, seniors and clients.     

e. Effectively addressing Client needs through prompt and timely services. Generating sales and converting into sales. 
f. Qualifies buyers by understanding buyer's requirements and interests; matching requirements interests to various Projects building rapport.
SYNOPSIS

a. Successful track record of leadership and achievement in assignments and consistence progress to positions of responsibility.

b. Possess interpersonal, communication and organizational skills.

c. Areas of excellence include:

d. Strategic Planning, Sales and Marketing, Customer relationship Management, Business Development, Product Promotion, Channel Management, Team Supervision, Liaison work.

e. A highly experienced Sales and Business development person with extensive experience pertaining to real estate from last 10 years. Is well versed with all aspects of real estates having strong leadership qualities, excellent administration and management skills
