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CLETES
Career Objectives
To obtain a position of  Business development executive /Sales-coordinator  in a reputed organization where the combination of my knowledge, experience and initiatives can contribute to the enrichment of myself and growth of the organization and which gives me wider scope for learning and enhance my career prospects.
Educational Qualifications
Bsc  Degree  from University of Madras. India.( 1997- 1999)
Professional Experience
Aqua pvt ltd Bangalore, Karnataka , India Worked as a Sales  in-charge from 11th may 2013 to 9th may 2015.
Job Profile:-
· Responsible for coordinating with the existing customers of the company.

· Taking orders of the products from the customer.

· Updating dealers about the change in product price and new product launch.

· Meeting the existing customers.

· Meeting the new target customers and converting them into customers.

· Solving the problem and queries of existing dealers and customers.

· Searching for new dealers.

· Giving all the details of the company to the upcoming dealers and explaining them policies for the dealership.

· Organizing events at the dealers place to attract more customers.

· Meeting dealers on daily basis and helping them in finding customers.

· Making daily call reports and sending them to the seniors.

· Attending meetings and monthly closing at district office.
AA Bakers and foods  pty  ltd Johannesburg Southafrica worked as a sales and marketing in-charge from 12th January 2006 to 10th October 2012.

Job Profile:-

· Notifying staff of any changes in procedures, policies, and job duties.
· Ensuring that sales transactions are completed accurately.

· Making a significantly high number of daily outbound calls.

· Preparing sales presentations.

· Tracking down sales orders.

· Assimilating complex information and data from disparate sources.

· Coordinating the administrative functions of the sales team.

· Answering the telephone and responding to caller inquiries.

· Assisting other company departments when necessary.

· Preparing quotations for products and services.

· Securing purchase orders.

· Managing multiple administrative tasks.
· Ensuring that all inquiries are dealt with accurately, timely and in a professional manner.

· Dealing with internal and external customers.

· Keeping the sales departments filing system up to date and in good order.

· Preparing month-end Sales reports for senior managers.

· Organizing for sales store equipment to be cleaned and maintained.

· Maintaining an efficient work environment for all.

· Determining administrative work in order of priority and importance.
Specific Skills
· Self motivated person with tireless enthusiasm and energy.

· Dedication and drive as hardworking individual.

· Productive person who follows ideas and suggestions.

· Exceptional adaptability and versatility.

· Ability to manage multiple tasks in a pressured environment.

· Committed to the work assign.

Technical  Skills
Microsoft office professional suite (word,excel,powerpoint).
PERSONEL  DETAILS
Name
:
CLETES
Date of Birth
:
05/07/1976

Gender/Marital  Status
:         Male/Married

Languages known
:        English,Hindi,Malayalam
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