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                        Mohammed Waleed Yahya
                        Business Development Coordinator 
                           Email:Mohaa90@gmail.com
 
                                                              M                         Mobile: +971 509220591


Waleed.359397@2freemail.com
CAREER OBJECTIVE
Experienced Business Development Coordinator seeking for a challenging position; will utilize my skills and enhance my knowledge through integration and practical experience. I am a dedicated team player who can be relied upon to help your company achieve its goals.


PROFESSIONAL EXPERIENCE
	March  2015 to Present
	Business Development Coordinator 
Help AG LLC, Abu Dhabi UAE.
Main Responsibilities include:

· Support the BDM team with preparing RFP / tender documents/Tech and Commercial proposal
· Request quotations from suppliers

· Maintain sanity check on CRM

· Handle the processing of all orders with accuracy and timeliness

· Monitor the team’s progress, identify shortcomings and propose improvements

· Coordinating Meetings with customers, suppliers and vendors

· Submitting tenders, liaising with customers in relation to projects

· Preparing gate passes documents and follow up in the gate pass office 
· Maintain supplier registrations and customer online portals

· Support in communication/collection of information for vendors, business partners, customers

· Participate in Marketing activities and actively pursue marketing leads

· Submit activity based staff calendar to the Sales Manager


	March 2013 to March 2015
	Maintenance and After Sales coordinator 
NAFFCO Electromechanical 

Main Responsibilities include:
· Interpret drawings, blueprints and job orders. 

· Printing, filing and posting of letters, invoices and professional sheets 

· Complete needed records and convey initiating work, control and documentation system. 

· Propose requisition and maintain equipment and supplier. 

· Guide on technical and administrative aspect maintains and develop personnel.

· Support facility maintenance manager with agreed staff action for employees. 

· Prepare daily and monthly analysis for sales and invoices performance 

· Interacts with the company’s customers and help to resolve any customer complaints 

· Cooperate with site team to fulfill the customers’ needs 



	

	


EDUCATION:
	Sep 2016 to
Present:                  Master of Science in Business Strategy, Leadership and Change

                           Herriot-Watt University, UK ( Dubai Campus) 
Sep 2008 to
Feb 2013:  
Bachelor of Business Administration  
Birzeit University ,Palestine Territory  
CERTIFICATIONS:
· Splunk, Palo-alto, Bluecoat and Fortinet Sales Representative Certificate  

· Enterprise 2.0 course as a Project manager from Dresden University

· Volunteer at Right to education at Birzeit university ( 2 years ) 

· Entrepreneur and business plan workshops 
· Red Crescent Volunteer


HIGHLIGHTS OF QUALIFICATIONS

· Excellent on MS Office 
· Proven ability to manage multiple assignments efficiently while meeting tight deadline schedules.
· Good Relationship Management & service focus Skills.

· Good Communication & Presentation Skills.

· Objective and analytical thinking.

· Exceptional organizational, supervisory and leadership qualities.

· Demonstrated capacity to work effectively in teams. 

· Can work with minimum supervision.
· Problem Solving Skills





PERSONAL INFORMATION
	Gender:
	Male

	Nationality:
	Jordanian 

	Marital Status:
	Single

	Languages:
Driving License:
	English, Arabic.
Valid UAE License 


