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CAREER OBJECTIVE

Eager to put best foot forward to learn and develop in sales, working in a team-oriented environment
CAREER ABSTRACT
Passionate yet organized team-worker with eight years’ experience in sales and service office department. Acquired key skill sets and established sales work values as follows:

· Active learner and effective communicator – Practices good judgment and discretion while working closely with sales managers, firm’s internal departments and customers.

· Outstanding communication skills – Ability to convince while maintaining professionalism.

· Multi-task effectively – Prioritize independently and meet tight deadlines at all costs.

· Keeping proper follow up of appointments.

· Coordinate with Sales Team.

· Promoting companies products & services to identified and prospective clients.

· Filing, Documentation and administration work.

· Prepared Invoice, Performa, etc.

· Preparation of quotations according to the sales team requirement.

· Maintaining Customer Purchase Order and executing in time.

· Coordinating with accounts for generating Invoice against each purchase order
PROFESSIONAL EXPERIENCE

Technical Trading Co LLC, Muscat, SULTANATE OF OMAN                2013 January to Till Date  
Position – Sales Coordinator in Automotive and Industrial Equipment Division 

Job Responsibilities:

· Coordinate with Sales Team.

· Preparation of quotation based on the customer requirements.

· Frequently check, respond and maintain the correspondence (Email and official Documents) 
· Obtain the customer purchase order and process for material ordering 

· Follow up with the principles for on time material dispatch 

· Follow up with the service team for installation
· Preparation of invoice and follow up for payments 

· Preparation of weekly and monthly progress report for management review 
Leading Network System (P) Ltd, Bangalore, INDIA      
              2011 November to 2012 April Position – Sales Coordinator

Job Responsibilities:

· Contact Channel Partners telephonically & through e-mail (daily)

· Preparation and e-mailing quotations for standard items (Racks and Networking)

· General follow-up with customers for proposals, out standing.

· Mailing of Company Profile, Intro letter to all new Channel Partners

· Mail special promotion schemes and product info

· Receive all incoming calls from all Channel Partners

· Payment follow-up for channels (through e-mail & telephonic)

Navigator System (P) Ltd, Bangalore, INDIA 


           
 2011 April to 2011 October
Position – Sales Coordinator

Job Responsibilities:

· Finding New Customer and providing all Kinds of Servers on Rental and as well as RFB Sale 

· Follow Up for New business with new business and as well as Existing customer to achieve the Target 

· Other Administrative work like outstanding follow up, weekly report preparing 

· Tele Marking and promotional activity and through online Business
·  Customers : Frontier, Future Business, Nortech, Sicon Design, Locuz Etc.,
IIGM (P) Ltd, Bangalore, INDIA 



           

       2007 June to 2011 April
Position – Service Coordinator

Job Responsibilities:

· Basically it is Garments Machines on Serving Dept 
· Make Call register record and inform to consign engineer to attend the same
· Making report on call, sales target, service target weekly, monthly, year basis
· Outstanding follow up, reducing breakdown calls by instant consign person 
· Preparing quote for Local sales, service & BHW sale and follow up for the same
· Customer: Shahi, Jockey, Silver Spark, Raymond Ltd, Bombay Rayon, Paragon, Gokaldas Export, Gokaldas Images Etc.,
Universal Express Service Company, Bangalore, INDIA 
       
      2005 April to 2007 April
Position – Customer Care Executive 
Job Responsibilities:

· Basically it is Courier Office 
· Incoming and outgoing courier details maintain
· Customer Care Service for Courier Details
· Customer invoice daily basis and as well as Monthly Billing basis & handling the entire Correspondence 
PERSONAL STRENGTH
· Self motivated, logical thinker with an ability to work both individually and as part of a team

· Energetic, positive and self-motivated

· Enthusiastic, creative and willing to assume increased responsibility

ACADEMIC CHRONICLE
· M.Com in February 2012
· B.A in January 2009
· PUC in April 2004

COMPUTER PROFICIENCY
· Diploma in Computer Literacy Program
· Operating System – DOS & Windows 
· Application – Microsoft Word, Excel, PowerPoint, Internet and e-mail operations, etc
· Kannada Typewriting, secured 76% from Sri Vinayaka Vanijya Mandali, Bangalore 
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Father Name


: R.Ramu

Sex



: Female 

Material Status


: Married
Place of Issue


: Bangalore
Nationality


: Indian

Residing  


: Oman 

Language


: English, Hindi, Tamil, Telugu & Kannada
DECLARATION

I hereby declare that the above Information given by me is true to my knowledge.
Date:

Place: Muscat (Sultanate of Oman)
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