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ANJUM
ANJUM.363446@2freemail.com  
Career Objective

To be an efficient & effective asset of the company that would fully enhance my capabilities leading towards its further growth and attainment of the organization’s mission, vision and goal.

Summary of Qualifications

	· Computer Application
	· Basic Accounting Experience

	· MS Word
	· Customer Service Experience

	· MS Excel
	· Marketing Support Experience

	· MS Power Point
	· Mathematical & Analytical Skills 

	· Internet
	· Multi -Tasking Skills

	· Focus Accounting Software
	· Excellent Communication Skills

	· Time Conscious and Result Oriented
	· Hardworking

	· Holding a valid UAE DL
	· Resourceful, Committed and Responsible


Professional Experience 
	· Universal Flexible Packaging Industry FZC ( Saif Zone, Sharjah, UAE)

Assistant Sales Manager 
            
	2015

To

Till Date

	· Establish, develop and maintain positive business and customer relationships

· Reach potential customers through cold calling.
· Monitor and direct daily operations to ensure that goals and objectives are met 
in term of sales targets, margin and profit and take corrective action when necessary.

· Cross monitoring of daily sales and identifying the weak areas.

· Ability to make independent decisions, respond and resolve the diverse need of customer. 


	


	· Aal Mir Plastic Industries L.L.C.)      Sharjah, UAE)

      Sales Coordinator 
            
	2005

To

2015

	· Marketing support to the sales team   

· Following up with customers

· Handles queries and orders process for walk-in clients.

· Coordinates with the salesmen for Customers account (Receivables)

· Prepares Sales Quotations for Corporate Accounts & Office Accounts

· Coordinates with Delivery Dept. for timely Delivery

· Coordinates with shipping companies for Export Deliveries, preparing export documents

· Prepares sales Invoices, Cash Receipts, Cheque Receipts

· Receives Customers payments (CASH, CHEQUE) & Encodes in the system  

· Maintains good relationship with clients
	


	· Aal Mir Group of Companies (Sharjah, UAE)

Accounts Assistant (Aal Mir Antiseptic Factory Ltd.)      


	2002 

to 

2004

	· Coordinates with the salesmen for Customers account (Receivables) 

· Maintains & monitors Accounts Receivable

· Preparing Sales Quotations for Corporate Accounts & Office Accounts

· Preparing Sales Sheets, order processing, Sales Analysis and other follow-up activities. 

· Prepares & Send Statement of Account for Corporate Customers 

· Generates Customer Account Aging Analysis 

· Generates & Prepares Monthly Sales Reports & Analysis                           

· Ensure that Export Documents are complete.

· Coordinates with shipping companies for Export Deliveries, preparing export documents

· Prepares sales Invoices, Cash Receipts, Cheque Receipts
· Receives Customers payments (CASH, CHEQUE) & Encodes in the system  


	


Education

	Institution
	Yr. Completed

	· Post Graduate Diploma in Computer Application

      K.M Computer Training Institute, Mysore
	1999

	· TERTIARY ( Bachelor of Science with Biochemistry, Botany & Microbiology    
      as majors from Maharanis Science College )
	1998

	· SECONDARY ( Physics, Chemistry, Maths & Biology )

     Maharanis Science College
	1995

	· PRIMARY

      Good Shepherds Convent (Mysore, Karnataka State)
	1994


I hereby certify that all information stated above is true and correct to the best of my knowledge and belief.
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