	[image: image1.emf][image: image2.emf]     
	Rita
sales & services operations | Logistics support | customer relations 
email: RITA.370170@2FREEMAIL.COM




	[image: image3.png]



Objective
A highly experienced, qualified & resourceful Office Management / Client relations executive with 7+ years of experience in a fast-pacedmultitasking environments, able to prioritize effectively to accomplish objectives with strong interpersonal and communication skills.

Skills

· Client relations Management

· Logistics support

· IT skills - advanced networking, ERP & MS office

· Report generation
· Time, People & stress Management

· Team Player
· Self-starter, organized & attention to detail

credentials

Supply Chain Management- Al Nadia -Dubai

Human Resources Management - Eminent Institute, Dubai.
Secretarial Practices - Al Madani Institute, Dubai

Microsoft Applications – MS Office (Word, Excel, PowerPoint & Outlook) 
languages

English, Hindi&Konkani

personal details

Nationality: Indian
Status: Single
Holding valid UAE Driving Licence
Visa status

Transferrable Employment Residency visa (FZ)
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Experience

first video communication (FVC)• sALES COORDINATOR/CUSTOMER SERVICE.MAY 2011 TILL DATE
Responsibilities

· Order processing under FVC portfolio providing tangible solutions across three vital areas of enterprise computing – unified communications, information security and advanced networking which includes Polycom,Alcatel,Vaddio, Google, Vbrick,Digium, Riverbed, Barco, Logitech, Plantronics, , Watchful, Arista and Extreme.

· Tracking & managing follow-ups on orders in progress.
· AR Management & credit recovery from clients.

· Multi-channel Client relationship Management 
· Initiating & spear heading problem resolution & outstanding issue escalations from clients. 
· Timely communication of Order / shipment status updates to clients 

· Oversee inbound shipments from various countries. 

· Weekly POS report to vendors.

· Coordinating Engineer schedules for Presentations and/or Site installations at client’s premises.

· Coordinate & liaise with Transport / Logistics for collection / delivery to ensure timely dispatch of orders. 

· Monitor Export shipments &receipt of POD

· Liaising with Managers across all region.

· ERP systems worked on - Orion, Opus &Navision.
logicom – dubai• Sales Co-Ordinator&PROCUREMENT•
jan 2010 till April 2011
Responsibilities

· Key role – Management & coordination for the TREND MICRO product.

· Create Purchase orders on TM portal, order processing & Invoice generation.

· Consistently achieved monthly sales goals

· Track incoming sales leads & coordinate sales team by managing schedules, filing important documents and communicating relevant information

· Monitored the shipment schedules to ensure timely delivery.

· Responsible for TM Promotion events.

· In-house coordination within various departments of the company; including warehouse personnel, logistics, sales etc. 

· Logistics support to clients for smooth coordination with appointed freight forward companies..

· Report generation addressed to senior management on the weekly/monthly/quarterly metrics of the commercial support operations.

SKILL POINT HR CONSULTANCY • HR Executive / Administrator•  oCTOBER 2008 till Jan 2010
Responsibilities
· Recruitment – Sourcing candidates, reviewing applications, managing interviews, logging progress of applications & results. Briefing candidates on job roles, negotiating salary/benefits, requesting references, pre-hire Certification checks, recommendations for hiring, performance evaluation, training, work allocation, and problem resolution.

· Implementing effective search & selection techniques to provide qualified & competent candidates to suit different functional areas and job profiles for Clients.

· Analyse Customer requirements, identify suitably qualified candidates for the BDM’s consideration & to jointly agree on the candidate to be proposed for requirement.

· Management of advertisement channels for maximizing Company’s potential of "finding the right person". 

· To ensure, effective internal communications between Recruitment-BDM - Operations - Finance – Administration interfaces

· Preparing manuals, systems procedure to be implemented for general office Administration/operations.

· Lead generation& enhance database with new profiles

· Coordinates all aspects of internal and external visitor meetings, trainings, interviews.

· Adhered to high levels of quality & timely service to increase revenue generated. 

· Prepare and submit weekly and monthly reports.

· Call handling & correspondence distribution as relevant
· Timely capture & update of New candidate information in Database, electronic folders etc. 

· Manage petty cash and payments to local suppliers. Provide all administrative support for the Dubai office.

INTERNATIONAL PROFESSIONAL FOUNDATION - IPF• recruitment consultant • DAte feb 2008 till october 2008
CITI BANK • BRaNCH OFFICER • DAte JAN 2007 till FEB 2008

LEADERS LINK MANAGEMENT • ADMINISTRATOR • DAte JAN 2006 till DEC 2006

Education

American global international university- dubai •bba • 2005
sophia university - mumbai • hsc • 2003
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