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 OBJECTIVES 
To obtain a position in a professional office environment where my skills are valued and can benefit the organization.

PROFESSIONAL SKILL
· Proficient computer literacy proven through work experience.

· Excellent communication skills

· Exceptional leadership skills

· Interpersonal and relationship building skills 
· Flexible team player who prospers in a fast-paced work environment

PROFESSIONAL EXPERIENCE 
Organization: COTY Distribution Emirates                       
Designation: Sales Coordinator
Duration: From March 2012 to December 2014                                                                                            Responsibilities 

·  Preparation and issuing of sales quotes to clients.
· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Produce invoice after completion of sales order.
· Prepare credit note and other documents as and when required. 

· Completing the administrative needs of the Sales Department.

· Providing logistics details and handling both customer and corporate events. 
· Contribute to customer satisfaction by ensuring the accuracy and timely processing of orders.

· Coordinating between staff from warehouse, office and sales for accurate sales order processing and appropriate delivery. 

· Preparing of sales reports for management.
· Working with the sales team towards attaining monthly/annual targets and works closely with management as well as clients to determine current business requirements.
·  Processing the sales orders. 

·  Monthly targets entry and generating required reports. 
·  Coordinating with supplier and warehouse for the new shipments. 

· Expediting, following up on orders, and managing backorders.
· Maintaining Forecast file by updating the sales and stock positions. 

· Coordinating with marketing team by updating stock and item details. 
· To ensure that representatives have sufficient quantities of sales support material, such as product brochures or case studies.
Organization: Emirates Palm Computers, Dubai 

Designation: Office Administrator

Duration: From January 2010 to February 2012
            Responsibilities 

· Includes Front Office Management.
· Ensure smooth functioning of the office administration. 

· Lead and direct office staff, technicians and others in running their day-to-day tasks.
· Ensure maintenance of office premises in a neat and hygienic condition. 
· Handle and manage office expenses, disbursements, correspondence.
· Maintain and update records, reports and datasheets on a periodic basis. 
·  Organize and maintain filing systems, stationery, inventories & leave records.
·  Organize staff meetings, events and other recreational activities. 

· Ensure best practices, standards and procedures in running the office administration.
· Perform other tasks and responsibilities. 

Organization: Paramount Health Services, Cochin, India 

Designation: Customer Relation Supervisor cum Administrator
Duration: From November 2007 to October 2009. 

Responsibilities 

· Coordination with Head office/ Fund house. 

· Circulating the mails and coordination with clients. 
· Direct deal with the policy holders and evaluate the claims from initial to final reports.
·  Preliminary conversations with the clients, third party and policy holder.
· Maintaining the petty cash. 

· Handling Customer queries and telephone calls, that includes the front office management. 

· Assisting the Manager for day to day activities that includes checking of all the e-mails and 
following up accordingly. 

· Keep a track record of all the records of the claims and investigate. 

 Organization: Amrita Ayurveda College & Hospital, India 

Designation: Office Administrator 

Duration: December 2004 to September 2007                                                                                                      Responsibilities 

· General Office Administration.
· Implementing policies developed by the Management.

· Developing policies and procedures and seeing that they are observed.

· Developing short-range and long-range plans for hospital growth and development.

· Managing budgets and overseeing financial operations.

· Recruiting and evaluating hospital staff and maintaining their personal files.

TECHNICAL SKILLS 

· Microsoft Programs: Word, Excel, PowerPoint, Outlook. 

· Operating Systems
  : Windows 7, Windows 8 and Windows 10.

· Other Programming Software :-

a) BAAN & OLAP: For order processing, Report generation, stock updating etc.

b) Manugistics
: For Forecast uploading and updating.

c)  Prometheus
: For New Launch Forecast.
EDUCATIONAL DETAILS                                                                                                                                                                                         
· BSc Software Systems in Bharathiyar University. 

· Senior Higher Secondary Schooling in Chennai Matriculation.

· Higher Secondary in Central Board of Secondary Education. 

PERSONAL DETAILS 

Nationality
: Indian

Visa Status
: Husband’s Sponsorship
Languages Known
: English, Hindi and Malayalam 

PERSONAL STRENGTHS 

  Accuracy, adapting to changing circumstances, flexibility and efficiency. 

· Honesty, integrity and Punctuality.
· Pleasing personality and self-correspondence.
· Good interpersonal and communication skills. 
· Team work skills.
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