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RIZIN 
Sales Coordinator
Rizin.363000@2freemail.com
CAREER GOAL:

I wish to seek a career in an organization where my efforts and innovative ideas are valued, with an environment of professionalism and a chance available to prove my knowledge.
QUALIFICATION & TRAINING:

· Engineering Diploma in Instrumentation & Control, May 2011, I.G.P.T.C (Indira Gandhi Polytechnic College) – Mahe.
· CNC (Computer Numerical Controlling) Trained, Turning & Milling Program – Chennai CNC Training Centre – India – January 2011.
· VMC (Vertical Machine Control) Trained, Turning & Milling Program – Chennai CNC Training Centre – India – January 2011
· Certification Training in Controls & Instrumentation – A project for physically disabled and quality assurance -  Keltron Controls, Aroor – India (01-11-2010 to 13-11-2013).
· S.S.L.C – 2007.
WORK EXPERIENCE:

. Currently working for Al-Ibtesam Carpet L.L.C sharjah , UAE, as Sales Co ordinator since July 2014. 
·    Attending phone calls & Communicating with clients.

· Coordinating with Sales Executives 

· Keeping records of all sales and prospecting activities. 

· Helping Clients to choose the proper products. 

· Resolving customer complaints and disputes. 

· Providing customers with product information. 

·     Assisting walk-in customers find what they are looking for. 

·     Preparing email proposals. 

· Keeping customer database as soft copy and hardcopy backup. 

· Researching new market and sales opportunities. 

· Educating clients on the company’s products and services. 

· Preparing Invoice, Performa, etc. 

· Preparation of quotations according to the sales team requirement 

·     Getting the store ready for new promotions 

·     Dealing with returns, credit notes etc. 

2. BHARTI AIRTEL Ltd INDIA.

  Worked as a SALES EXECUTIVE at kannur,Kerala , July 2012 to September 2013.

  Job Responsibility:

·   Managing the sales process for new prospects, from initial contact through to closure. 
·  Dealing with customer enquiries face to face, over the phone or via email. 
·  Contacting prospective customers and discussing their requirements. 
·  Achieving all revenue targets & objectives in line with the Area Business Plan. 
·  Working closely with the marketing team to produce any sales collateral required for 

the target market. 

·  Reporting business trends and area performance to the National Sales Manager. 

·  Developing & maintaining successful business relationships with all prospects. 
·  Identifying what customers want. 
·  Planning and organizing the day to ensure all opportunities are maximized. 

·  Developing a full understanding of the business market-place
3. vmc & CNC Operator cum Setter at ENGINEERS INDIA – Chennai, June 2011 to june2012.
  Company Profile: Automobile Spare parts.
  Job Responsibility:
1. Supervise, sets up and operates VMC (Vertical Machine Control) & CNC (computer numerical controlled) machinery to fabricate metallic and non-metallic parts.
2. Properly and safely loads and unloads castings and raw materials in VMC & CNC machinery.
3. Uses gages and measuring instruments to meet tolerance requirements.
4. Understands, interprets and edits FANUC G-code programming.
5. Recognizes, deploys and properly uses inserts, fixtures and tooling.
6. Understands and has the ability to perform tool wear offsets.
7. Performs daily and regular cleaning and light maintenance tasks on VMC & CNC machines
TYPE OF MACHINES & INSTRUMENTS HANDLED:

· AMS 400 Fanuc OI-Mate Series Top Well Mitsubishi Series.
· Manual & Digital vernier Caliper.
· Digital Micrometer.
· Bore Dial.
PERSONAL SKILLS:
· Problem solving kills
· Numeracy skills

· Written and verbal communication skills (built up through essays, presentations and coursework during my time at school/college, and through replying to email queries during my office work placement)

· Strong customer service skills (developed through retail work experience)

· Excellent telephone manner (built up through work experience involving reception work and answering phones)
· Self-motivation and ability to take the initiative
· Ability to work well under pressure
· I.T. skills including experience in Microsoft Office (Word, Excel, Powerpoint)

· Punctuality and time-keeping (as displayed through good attendance when doing early shifts in a summer job)

· Innovative & creative mind.

· Committed, reliable, responsible, hard working, eager to learn, innovative, creative and ambitious.
· Swimming (free style), Reading, Music, Traveling, Browsing, Viewing Art works etc;

PERSONAL DETAILS:

Nationality

:
Indian

Marital Status
:
Single
Visa status                :          Employment visa
Languages Known
 :          English, Arabic, Hindi, Malayalam, & Tamil
DECLARATION:

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

