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SABIR 
SABIR.70552@2freemail.com  
SUMMARY

OBJECTIVE:
To achieve professional excellence and become a productive employee of the organization for personal and professional growth

PROFILE:
Having more than 12 years experience in Sales & Purchase from the grass route level to develop sales as per expectation of company 
WORKING EXPERIENCE
	COMPANY
	PLACE
	POSITION
	TENURE

	GS ENGINEERING
	ABU DHABI (U.A.E)
	MATERIAL COORDINATOR
	2011-TILL DATE

	AL KADI MOTORS
	DAMMAM (K.S.A)
	SALES COORDINATOR
	2005-2009 (4.7 YEARS)

	AJMAL INTERNATIONAL
	DUBAI (U.A.E)
	SHOWROOM INCHARGE
	2001-2004 (3.1 YEARS)

	DOLHIN LABORATORIES LIMITED
	MUMBAI (INDIA)
	SALES EXECUTIVE
	1997-2001 ( 4.1 YEARS)


JOB RESPONSIBILITY IN SALES COORDINATATOR
·  Attending phone call from customers and provide feedback with a good customer approach

·  Invoicing, arcading deliveries and stock arrangement in coordination with sales team 

·  Handling of customers enquiries and preparing sales quotation 

·  Submitting offer to customers, and follow up

·  handling of customer orders, entry into system, follow up with plant and dispatch dept

· Handling of customer claims

·  Interaction and coordination with sales and admin matter

·  Daily handling collection of post dated cheque cash cheque and cash 

· Follow up for collection of account over due

·  Coordinating and preparing various report in respect to sale and admin matter

·  Maintaining all relevant customer related data in the system for admin and finance

·  Maintaining vendors files , records & documents 

·  Preparing special reports by collecting, analyzing and summarizing information and reports

·  Provide routine and file maintenance support

·  Providing daily sales and stock report for monthly plans and performance  

JOB RESPONSIBILTY IN STORE INCHARGE

·  Develop a culture of excellent customer service

·  Deal with customer complaints effectively and promptly

·  Manage and control all aspect of store operation to promote profitable sales

·  Direct coach, support and delegate to the sales team

·  Monitoring performance to sales target

·  Motivate the team and develop their potential

·  Identify training needs for store staff to ensure value added with support of manager

·  Ensure that company standards of housekeeping maintenance are maintained 

·  Communicate effectively with the team and passing on all the relevant information at the right time

·  Maximize sales promotion and brand activities through effective planning and preparation to meet sales 

· target

·  Constantly seek new opportunities to drive and create additional sales

·  Develop an annual strategy for the store to meet sales target

·  Ensure the store is merchandise commercially and visually to company standard

·   Analyze stoke management information available to insure sales opportunity are maximized

·  Ensure stock level in store are maintained through monitory 

·  Ensure goods received into and dispatched from store are checked 

·  Manage stock takes in store in liaison with manager   

·  Ensure company policies and procedures are implemented and monitor in store 

· Analyses available data use the reports to improve store performance and provide information to the manager to             
Enhance Profit & sales

· Gather market information and provide feedback to the manager to plan future strategy and action plan to stay ahead of  competition ,increase sales and capture the large share of market 

· Ensure professional conduct and grooming of the sales team is maintain all the time 
JOB RESPONSIBILTIES IN SALES
· Arrange appointments with Doctors to give detailed information about the products that the company is supplying 

· Meet the Doctors consistently and periodically to build a good relation with them

· Achieve and exceed sales target as per the company’s guidelines and policy

· Promote company’s brand and make products available at chemist / Retail outlet etc
· To demonstrate the ability to develop and maintain business relationships with current customers, generate, meet and develop new accounts that turn into sales orders, closing all opportunities in a timely manner. 
· To be able to conduct products and sales presentation ensuring that the clients targeted meet the brands expectations. 
· To adhere to assigned accounts’ targets in terms of minimum and maximum stock levels, forward cover and aging profiles, and alerts Sales Manager when action is required
· To understand the clients’ decision process, lead to purchase, re-order and have active follow-up. 
· To prepare client orders and provide accurate pricing ensuring the company pricing policy is respected at all time.
· To provide professional and effective customer service to meet client expectations regardless of quality and timeliness in line with company standards and procedures. 
· To provide follow up with clients to ensure their satisfaction with products and merchandising 
· To maintain working knowledge of assigned accounts’ promotional plans and marketing calendar, and make recommendations to allow brands to take advantage of the same
· To communicate courteously with clients and colleagues by telephone, email and face to face to build a positive relationship at all time and positively represent the company and brands.
· To handle collections from assigned accounts’ as and when required
· To handle other duties as the management may from time to time require

EDUCATION:

· Sept, 1987 to Sept, 1991


: B.Sc (Hons) from A.M.U Aligarh

· Sept, 1992 to Dec, 1993

 

: PG Diploma in Marketing Management from A.M.U Aligarh

ADDITIONAL QUALIFICATION:

· July, 2000




: Business English from IEA Institute, England

· April, 2000




: Computer Course from Career Institute, Dubai
· Oct,2009




: Diploma in HRD Management, Chennai
· April,2010




: Diploma in Finance Management, Chennai
IT’S SKILLS:
Computer hardware and software with knowledge of MS Word, MS Excel, PowerPoint, Internet/E-mail and Visual Pay (AN ERP based Package). Knowledge of software installation, PC assembling and troubleshooting etc

LANGUAGES KNOWN:

· Arabic





: Intermediate

· English





: Fluent

· Urdu





: Fluent

