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                    COVERING LETTER

KHALEEL
KHALEEL.148271@2freemail.com 

 Mobile: Whatsapp +971504753686 / +919979971283                          

                                                                           Date: ---/---/ ------

Sub: - Application for the job

Ref:-As per your advertisement 

Respected sir

 I am writing this letter to express my interest in vacant position at your company I am certain that my skills, knowledge and work experience which include being in many large cooperation makes me an ideal candidate for the position. I have enclosed my resume to give you an overview of my achievements and qualifications in detail. 

 As a Administrative Manager & Cashier: at my present working company, I believed in giving quality content and advertising distribution. I have managed and identified relationships with many large companies for the distribution and syndication of the content and advertising. I am constantly accustomed with successful juggling multiple projects which have an excellent track record. This eventually helped me in building new business, forging strong relationship with clients and other official partners. I have also played a vital role in increasing the company's revenue through innovative and creative strategies. 

 I am a team oriented person and have self-directed environments to take up new challenges and solve them within a definite time-period. Furthermore, my experience and energy, extensive knowledge of various products and trends make me an ideal candidate for the position. I can make a valuable contribution to your company's goals of building and growing in brand. 

 I welcome an opportunity to meet with you and learn about your company more and discuss what contributions I can make to your company further in detail. 

 Thank you for your time and consideration. 

Sincerely,

 KHALEEL 
 Enclosure:

1) CURRICULLUM VITAE

 KHALEEL 
  B.Com, MBA 


	Profile and Objective

	A versatile professional with around 15 years of experience in RETAIL, FMCG & PHARMA Possess significant exposure to Retail, Sales industry, having worked with industry leaders. Seeking a suitable senior position and support or a corporate organization that places emphasis on industry leading systems. The ideal job profile would encompass development and rollout of Retail strategy, management of soft and hard infrastructure, leading a team of high performing individuals, preferably in a client facing and business development role.


	Professional Experience


	J.M. CONSTRUCTION  (India)
Administrative manager:
	                                              (Sep2006   - Present)

	Role focuses on strategy development, planning agendas, creating issue lists, and team Tasks undertaken include:

To plan, direct, or coordinate supportive services of an organization, such as record-keeping, mail distribution, telephone operator/receptionist, and other office support services…

1. Provides supplies by identifying needs for reception, switchboard, mailroom, and kitchen; establishing policies, procedures, and work schedules.

2. Provides communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.

3. Maintains administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

4. Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.

5. Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.

6. Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

7. Provides historical reference by developing and utilizing filing and retrieval systems.

8. Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.

9. Maintains professional and technical knowledge by attending educational workshops; benchmarking professional standards; reviewing professional publications; establishing personal networks.

10. Contributes to team effort by accomplishing related results as needed.

11. Achieves financial objectives by anticipating requirements; submitting information for budget   preparation; scheduling expenditures; monitoring costs; analyzing variances.


	ITC DISTRIBUTORS PVT LTD
CASHIER
	            (July2003-to-Aug 2006)

	· Managing all the cash transactions in the workplace 

· Maintaining daily account of the daily transactions 

· Balancing the daily account at the end of each day 

· Checking the daily cash balance 

· Interacting with the customers that come to the counter 

· Solving all their cash related queries 

· Checking for the price of products and checking for nay discounts or offers 

· Take coupons and deduct the said amount from the customers 

· To be organized with all the work they do and maintain records 

· To report any discrepancies they find I the accounts to their head 
· To make reports about the transaction when it is required by the accountant


	AMAZON P&G DISTRIBUTORS PVT LTD. (India) Asst Sales Manager 
	.                                                    July2002-to-Aug 2003


	Responsibilities: - 

· Improve the operational systems, processes and policies in support of organizations mission  specifically, support better management reporting, information flow and management, 

· Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions.

· Play a significant role in long-term planning, including an initiative geared toward operational excellence. Oversee overall financial management, planning, systems and controls.

· Management of agency budget in coordination with the Executive Director.

· Development of individual program budgets

· Invoicing to funding sources, including calculation of completed units of service.

· Payroll management, including tabulation of accrued employee benefits.

· Disbursement of checks for agency expenses.

· Supervise and coach office manager on a weekly basis.


	ELFIN PHARMA PVT LTD(India)
Medical Representative                                                                                                                                                                                                                     
	                                                                  [Jan 1994 to Oct 999] 

  

	     Responsibilities:- 
· Meet the Doctors daily with brands franchise. 

· Visit minimum 10 to 13 Doctors daily.

· Give the franchise to the doctors practicing in Allopath, Ayurveda, & Unani, or any other stream. 

· Daily reporting and creating MIS report.

· Achieve the set targets.


	Technical Proficiency :

	· Experienced across entire Windows operating system family - 9x, NT, 2000, XP and Windows 7. 
· Excellent understanding of internet. 

· Proficient in Microsoft Office Suite, 


	Academics

	Qualification
	Institution
	Year

	Master of Business Administration
	Allhabad agricultural  University, India
	            Sep  2006

	Bachelor of Commerce
	Gulberga University, India
	            June 2002


	Key Strengths

	· Good team player, leading and managing large teams on challenging assignments.
· Expert level knowledge management.

· Excellent communication & presentation skills.
· Business-focused and result oriented approach.


	Personal Information

	Date of Birth
	Nationality
	Marital status

	August  01, 1975 

Sex


Male

Place of issue                           

Bangalore


	Indian

Passport Expiry
             

03/07/2017

Current Salary


IRS–30,000/ p.m. + benefits.
	Married 
Languages Known

English, Urdu &  Hindi 

Expected Salary Negotiable
Notice pried 
                          15-30 days negotiable
 :
 



	References can be provided on request.
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