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	Naina 

	Naina-392135@2freemail.com 



Objectives:

To constantly learn and proficiently grow my knowledge & skills, To enhance Competitiveness, Harness Talent and Enhance Skills, To effectively communicate & capitalize my potential ability to grow along with the organization.

Work Experience:

Reetaj General Trading LLC, - Sharjah – UAE.

Position and Period: Sales Coordinator with Document Controller from March 2017 – Till Date. 
Job Responsibilities

· To perform all day to day tasks to run overall organization run smooth & effectively.

· To coordinate all the departments i.e.  , Sales Accounts, Administration, operations, H R & Stores.

· To attend all calls & Emails seeking from clients seeking the requirement & fulfilling them.

Sales  Dept.

· To make all the Quotations on behalf of sales person & track them until order is received.

· To assist sales team by making sales individually in order to reach targets.
· Maintain all customer data, Quotations, pending LPO’s etc.
· To send Company profile to new customers and introduce them about company existence & various services offered.
Purchase Dept.

· To constantly hunt for best prices, variety and availability for materials in market for orders & Stock.

· To Issue LPO’s & track the orders until it is delivered to stores as per order with proper condition.

· To maintain all the suppliers contact Numbers, prices, product list etc.

Stores.
· Follow up with drivers in order to ensure the scheduled jobs are executed properly.
· By arranging them transport for export & Local purpose and track them unless the material reaches the client on time & safely according to the Order.
· To maintain stock accurately both manually & digitally.

· To carefully receive & Dispatch the materials as per Delivery Order.

· To make inventories.

· To make material requisition if material if any material shortage.

· To arrange picks up’s & deliveries and monitor them until they reach to customer safely & on time.

Accounts Dept.
· To help accountant to fetch all the payments on time by sending them statements of accounts every month
· By seeking missing invoices from purchase or supplier in order to prepare payments of customers
· Prepare invoices & purchase order in absence or busy schedule of Accountant.
ETA Engineering & Contracting W.L.L Doha - Qatar 

DOCUMENT CONTROLLER  WITH  IT SUPPORT March 2009 to Jan 2013   

Responsible for establishing and maintaining an effective document control 

Systems. Ensuring that all design documentation is accurate, up to date and 

Accurately distributed to relevant parties. 

Duties: 

· Maintain attendance of staff.

· Maintaining a tracking facility to enable documents to be updated easily. 
· Scanning in all relevant new documents. 

· Checking dispatch documents are accurate. 

· Presentation and filing of documents and drawings. 

· Responsible for maintaining hard copy information. 

· Issuing and distributing controlled copies of information. 

· Managing and maintaining a Meridian Document Control System. 

· Provide advice on procedures of issue and methods in accessing the system. 

· Ensuring all documents is as up to date as possible within electronic filing Systems. 
· To attend phone calls and fix appointments with customers.

· Data Entry in Tally (purchase and sale registers)

· To handle Bank's task (Deposit cash, cheque's, IT Payments, Collect Bank statements on behalf of customers.

· Maintenance of office (Stationery, Rent, Utility bills etc)
Academic Qualification 
· M.Sc. from Bharathidasan University Affiliated College, during the period of 2006-2008.
· B.Sc. from Bharathidasan University Affiliated College, during the period of 2003-2006.
Computer Knowledge:
· Office Automation 

· Microsoft Office 2000/2003/2007 (Word, Excel, Power Point, Outlook, Access)

· Tally ERP9.
Personal Qualities & Details:

· Marital Status

: Married

· Date of Birth

: 01-Feb-1985 

· Nationality 

: Indian

· Languages Known

: English, Tamil , Malayalam  & Hindi 
· Visa Status


: Residence Visa valid Up to 2019
                                                                                                                  Naina 

