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OBJECTIVE:


To work in a professional organization which will help me to attain further exposure to develop the skills required to become a successful, effective techno-commercial manager for our mutual benefit.





























Professional Experience:


Organization: Focus Direct Exhibition LLC, Dubai, UAE�Designation: ADMINISTRATIVE COORDINATOR


Duration: From 1st July 2013 till date


Serves as a point of contact for customers with complaints, queries, request, feedbacks etc.


Responsible for proper scrutiny and recording of the complaints received from customers


Ensures that all the request, queries and complaint of customer are responded in a timely and professional manner


Develops as well as maintains the relationship with external vendors, exhibition organizers, exhibitors and all the other third parties globally.


Coordinate and communicate with internal teams (Operations, Finance, Sales and marketing teams) to resolve the customer quires appropriately.


Provide the details of the event to the client on time to retain the confidence of the client.


Coordinate with the confirmed customer to receive signed LPO on time and make sure it is as per the company standards and policies and in-line with the quotation sent by the sale representative.


Coordinate with the internal event execution team and ensure that the project is executed to client’s satisfaction.    


Generate the invoice based on signed LPO on time and send it to the client.


Coordinate with the finance team to check the payment status of the client and follow up the payments with client if there is any delay in receivables.


Send the feedback form and collect the feedback from the client.


Checking the level of client satisfaction and contacting unsatisfied clients to understand the reasons for dissatisfaction to create a plan to be implemented to increase the level of satisfaction. 
































PROFESSIONAL EXPERIENCE


Focus Direct Exhibition LLC, Dubai, UAE


Customer Support Executive 


From 1st July 2013 to date


Responsibilities:


Supporting clients with their queries on events to be 


organized. 


Checking the As Sold PO from the client and ensuring it is an executable project.  


If any discrepancies found on the PO then suggesting changes to the client for smooth execution of the project.


Providing the details of the event to the client on time to retain the confidence of the client.


Building the internal team for Project Execution.


Ensuring the event is executed to client’s satisfaction.    





    2) Invoicing and Payment Collection.





Ensuring an invoice is raised to the client on time.   


Checking the accuracy of the invoice before it is sent to the client.


Receiving, checking and processing supplier invoices; obtaining approvals and processing/submitting for further action by Finance Department.   


Following-up with the client for appropriate receivables.


Final checking of the project for any open points before closing the project.  





Implementing Client Satisfaction Survey every two years.  


Preparing the questionnaire for Client Satisfaction.   


Building the team for the survey according to the regions divided. 


Checking the level of Client satisfaction and contacting unsatisfied clients to understand the reasons for dissatisfaction to create a plan to be implemented to increase the level of satisfaction. 










































































EMERSON, UAE, DUBAI 


 BUSINESS UNIT – Regulator technologies inc. 


 Administrator – Order Entry , Shipping , Documentation 


 From July 7th ,2013 to December 31st ,2013.








Responsibilities: 





• Manage the customer from the entry (data entry, order and delivery date acknowledgement)


 in close relation with customer and the supplier /factories in line with given procedures. 


• Ensuring adherence to Emerson trade compliance procedure 


And international trade requirements. 


• Receiving and managing various types of change order. 


• Collect, Maintains, Ensure proper delivery of documentation. 


• Place order on factory and keep close communication to sales and customer. 


• Follow up on the shipment schedules with factories. 


• Ensuring that all the business related to him/her will be and is done in ethical 


way according to Emerson’s Ethic policies. 
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Adage Automation Pvt. Ltd., Navi Mumbai , India





Engineer – Repair Centre From November 2010 – December 2012





Responsibilities:





Testing & Calibration of new analyzers.


Servicing of faulty analyzers.


Provide customer support to prospective clients


Provide training to customers.


Preparing offers for analyzers’ spares.


Provide service visit at sites for analyzers & Sample handling system.


Supporting the team during FAT of the analyser system.





                 


STRENGTHS





Flexible and adaptable to any situation.


Quick learner.


Effective verbal and written communication skills.





COMPUTER LITERACY





Proficient in MS office.


Working knowledge of AutoCAD.








PERSONAL DETAILS





Date Of Birth	        :  	20th FEBRUARY, 1984


Languages Known      :  	English, Hindi, and BENGALI.


Hobbies/Interests    : 	Reading NOVELs & SINGING 


NATIONALITY               :           INDIAN


PASSPORT NO              :          J0561979


MARITAL STATUS         :           Married


visa status               :           Husband visa
















































































Professional strengths:


Outstanding communication and interpersonal skills


Excellent time management and organizational skills


Persuasive, emphatic with good problem solving skills, Excellent team player with good listening skills


Good knowledge of Microsoft Outlook, excel and Internet Explorer


Ability to deal with external and internal customers in a professional manner


Quick learner, detail oriented and ability to adapt to new processes in limited time frame


Multitasking skills, Self-motivator and ability to work in a fast paced work environment


Ability to convince and satisfy customers


EDUCATIONAL HIGHLIGHTS:


Bachelor of Engineering in Electronics and Telecommunications (Mumbai University) in the Year 2011.


Computer Skills:


Advanced Microsoft Office applications ( Word; Excel; Power Point; Outlook )


Peachtree Accounting software


Basics of C++,Java & HTML


PERSONAL DETAILS: 


DATE OF BIRTH: 29th SEPTEMBER, 1989


GENDER: Female


LANGUAGES KNOWN: English, Hindi, Marathi & Malayalam. 


HOBBIES/INTERESTS: Reading Novels, Debates & Public Speaking


NATIONALITY: Indian


VISA STATUS: Company Visa











































































































Profile:


A goal-oriented, professional with a strong Customer Support background. A skilled communicator, persuasive and adaptable individual who is self-motivated with high energy, initiative and focus and has keen insight on the needs and views of others.















