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Jyoti                                                                              
Email: jyoti.381645@2freemail.com 
Work Experience: Total 9 Years.  
Professional experience
1) Union Insurance Company, Dubai – Jan 2018 –June 2018
Web              : www.unioninsurance.ae
Designation   : Officer-Agency Sales
Place            :  Dubai
Union Insurance is licensed by the UAE Insurance Authority and listed on the Abu Dhabi Securities Exchange, and has its corporate office in Dubai. By providing better coverage in areas including, but not limited to, life, health, automotive, property, engineering, liability Union Insurance frees its clients to focus on their core operations, confident that they have robust insurance policies in place to help manage their various risks.
Roles & Responsibilities:

· Develops base for long-term sources of clients by using referrals, occupational, and special-interest groups to compile lists of prospects.

· Approaches potential clients by utilizing mailings and phone solicitation; making presentations to groups at company-sponsored gatherings; speaking publicly to community groups on the subject of financial well-being.

· Determines clients' particular needs and financial situations by scheduling fact-finding appointments; determining extent of present coverage and investments; ascertaining long-term goals.

· Develop a coordinated protection plan by calculating and quoting rates for immediate coverage action and long-term strategy implementation.

· Obtains underwriting approval by completing application for coverage.

· Completes coverage by delivering policy; planning future follow-up visits and evaluations of needs.

· Provides continuing service by providing direct deposit forms; processing changes in beneficiary and policy loan applications.

· Provides death benefits by delivering policy proceeds; reassessing client needs.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Enhances insurance agency reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.
2) Aanchal Computers Ltd, Delhi – April 2010 –June 2017 

Web              : www.aanchalindia.com
Designation   :  Support Manager
Place            :  Delhi
Aanchal Computers Ltd is  a sales and service company of IT products like Wi-Fi device, Networking, Firewall.Cyberrom, DVR/IP camera/ video server based solution, Network remote management of surveillance camera, Home & security solutions, provide Annual Maintenance contracts for computers and office equipment's options & facility management services.

Roles & Responsibilities:

· Taking care of client's office setup.

· Handling government clients like GIPSA,GIC,HEALTH TPA, Embassy Of  Spain, Embassy of Saudi Arabia
· Manage existing account/generate new business.
· Working with manager on customer retention data.
· Understanding the requirements of the clients and positioning an appropriate solution.
· Maintaining excellent Client interaction and relationship and managing feedbacks on regular basis from Clients.
· Maintaining Annual maintenance record of all service customers.
· Sending out newsletters and mailers to clients.

· Coordinating time to time training programs for Engineers. 
· Coordinate with sales team and monitoring new business.

· Coordinate with HR & All departments.

· Prepare quotation for sales as well as for service quires.

· Data handling antivirus and care packs.

· Scheduling work coordination with team members. 

· Assign calls to Engineers and achieving TAT on day to day.

· Maintain and clear conveyances  & expenses  of support department 

· Sales and service payment follow up with clients.

· Vendor management and vendor payment clearance.

· Working on Care software and Survey Monkey 

3) Savi Vision Pvt Ltd– May 2009 –Feb 2010
Web             :  www.savivision.com
Designation   :  Sales coordinator
Place            :  Delhi
Savi Vision Pvt Ltd is a sale, service & rent company of IT products, Interactive Class room. Integration system, Wi-Fi device. Audio & video conferencing system.
Roles & Responsibilities:

· Handling sales queries.
· Making Quotations for the sales executives according to the customer needs.
· Attending meeting regarding customers queries.
· Solve all customers problems regarding sales though phone and mails
· Maintaining and develop relation with existing and new customers though appropriate sales method.

· Maintaining sales and MIS report on weekly and monthly basis.
· Vendor management.

· Coordinate with sales and service department

· Sending mailers to clients.
· Payments follow up with clients.

· Working on new customer data for Revenue generation

· Working on eagle view software as a selling platform. 
Personal Attributes:

· Time Management , Multi-tasking
· Excellent communication skills (written and verbal)
· Team Management
Certification & Skills:
· Skills: Quick heal Terminator UTM certification, Intel Product Expert, Reporting tools
· Tally ERP9:Installation and trouble shoot of tally ERP 9
Certificates:
· Certificate in Quick heal Terminator UTM for network firewall, network intrusion prevention and gateway antivirus(AV),gateway anti-spam,VPN,Content filtering, load balancing data loss.
· Certificate in Tally.
· Certificate in computer basic.
· Certificate in Intel product Expert

Qualification History

Educational Qualification
:

MBA in HR & Finance from UPTU University Year 2009
Bachelor of Science from CSJM University Year 2003
Intermediate from KGIC Kanpur Year 2000
High School from KGIC Kanpur Year 1997
Personal Info

DOB



 :
26th   JUNE 1982
Marital Status         
            :         Married
