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To attain the challenging position from where I can regulate the multifunction of the company and can prove my efficiency.

Professional Profile:
· Professional Qualification :  MBA in Telecom Marketing Management & Bachelors in Business Administration.
· Self-Motivated, Multi-tasking, Quick learner & a good Team Player.
· Skills : Coordination, Administration, Customer service, Office management, Executive assistance, MS-Office, Business Development, Basic Accounting.
· Total Experience : 4 Years (UAE & India).
Professional Achievements:
· Successful implementation of Real Estate Accounting Software within stipulated time. Incorporated all the data.
· Registration with well-known Developers & real estate firms of Dubai after joining.

· Generated leads through cold calling converted into Deals.

· Promoted as Business Development Manager within 6 Months at EasyTalk Communications Pvt. Ltd.
· Recovered 70 % Payment Dues in December 2013.
CAREER:
Delta Printing Press LLC - Dubai
Sales Coordinator (December 2016 to March 2017)
· Assisting & Reporting to Group CEO.
· Handling high end customers like L'Oreal.
· Complete coordination between clients, CEO & all the departments (Prepress,   Production, Logistics, Finance, Sales & Marketing).
· Hands on Oracle based CRM Company Portal.
· Managing CEO’s emails. Regular email follow up (Approximately 200 emails per day).
· Providing samples, finalizing designs of Projects.
· Preparing Quotation & sending it to clients. Negotiation on price.
· Arranging on time order deliveries with the help of Logistics department.

· Explaining products to clients, internal departments and complete follow up on request.

· Checking on Data provided with old records.

· Handling customer queries face to face, over the phone or via correspondence as and when required.
· Follow up on customer purchase order for tracking and payment.
· Complete documentation of clients’ data and details. 
· Schedule & coordinate meetings & appointments.
Property Junction Real Estate - Dubai
Sales Coordinator & Admin (Aug 2015 to Nov 2016)
· Assisting Managing Director.
· Liaise between departments to provide support to sales activities.
· Registration & coordination with Developers like Emaar, DP, GGICO, Danube, Schon Properties etc., hotel apartments & real estate firms.
· Posting Properties on Real Estate CRM Portal. Well versed with the management of Prop Space, The Real Estate Portal & Listing.
· Handling E-Marketing : Bulk Emailing, Online marketing of properties. Preparing Promotional Flyers, Templates and Brochures etc.

· Handling & Filing documents related to contract, properties, clients & company.

· Generating leads through cold calling & convert it into deal by taking regular follow up.
· Ensuring terms & conditions of agreements are met.
· Preparing & interpreting legal documents including listings, sales & tenancy contracts.
· Preparing month-end Sales reports for senior managers and also presenting them.
· Managing real estate accounting software. Responsible for petty cash management, salary, commission, P & L, Cash Book etc.

· Assist with organization of all internal and external corporate Events & meetings.

· Handling Office Expenses, bill payment, stationery, Employee & company documents. 

· Recruitment and training of new staff as per company standards.

· Ensuring that all inquiries are dealt with accurately, timely and professionally.
· Removing any administrative obstacles in the sales office that are holding back operational efficiency.
· Handling customer queries face to face, over the phone or via correspondence as and when required.

· Schedule & coordinate meetings & appointments.
EasyTalk Communications Pvt. Ltd, INDIA
Business Development Manager (July 2013 - Feb 2015)
As BDM: Handled a team of 13 Sales Executives.

· Nurturing & retaining existing customers.
· To manage accounts in terms of customer needs & business model assessment, competitor analysis, pricing &   commercial T & Cs.
· Handle & resolve escalations from both customer & internal teams.
· Reporting to top management on daily basis about sales activities, customers’ feedback, suggestions of  team for improvement.
· Lead and drive sales including opportunity assessment of existing & potential accounts& regions, past sales data trends, current industry scenario, account sales planning & monitoring.
· Supervise and review critical documents, Provide support to team around internal approvals, cross-Functional team issues, designing bundled offerings with customer's marketing teams & deal monitoring.
· Involved in and close negotiations with customers.
· Applies skills in managing revenue & profit assurance.
Vodafone India Services Pvt. Ltd, INDIA
Junior Executive (Sep 2012 - Apr 2013)
· Customer Service to the UK Vodafone Customer over the chat.
· Handling 2chat sat a time, resolving query in 16minutes over the chat. If needed, resolve customer query by calling.
· Resolving queries about billing, new services, special offer, recharges, activation/deactivation of services, Product, internet plans, website, special plans.
· Filling correct details about the conversation on the portal.
· Inviting customers to rate the chat.
Educational Qualification

· PGDM-Telecom Management : India 2012

Xavier Institute of Management, Jabalpur 

· Bachelor of Business Administration : India 2010

Dharmsinh Desai University

PERSONAL INFORMATION
Date of Birth

: 
22nd May-1990
Nationality

: 
Indian

Language      
        :
English, Hindi, Gujarati
Marital Status

:
Single
Current   Status       :       Immediately available. Long term Visit Visa (Valid till 21st June 2017)
