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PROFESSIONAL OBJECTIVE

To secure a challenging position as an within a progressive reputed organization, which will facilitate professional growth and enable me to utilize my expertise in Sales Administration, Customer Service, Product Management Office (PMO), Service Delivery Operations, Logistics & Inventory Management.
EXECUTIVE PROFILE

	11 years of proven professional experience in Sales Administration, Customer Service, Product Management Office (PMO), Service Delivery Operations, Logistics & Inventory Management.
· Highly skilled in client and vendor relations and negotiations, talented at building and maintaining “win-win” partnerships

· Ability to achieve set goals within the parameters of time, cost, quality and resource utilization

· A dedicated team player with ability to build excellent inter-personal relations with Senior management and colleagues

· Resourceful with excellent analytical, problem solving and decision making skills

· Possess experience to work efficiently in a fast-pace, professional environment

· Strong work ethics, multi-tasking, excellent correspondence, communication & coordination skills

· Professional practices & expertise: Scheduling, Telephone Etiquette & Customer Service




CORE COMPETENCIES

	►  Administration & Management

►  Hand’s on with Computer skills 

►  Logistics & Inventory Management
►  Analysis & Budget Preparation  

	►  Prioritization & Organizational skills

►  Multi-tasking, decision making

►  Communication & Coordination skills
►  Collating information, generating timely reports




PERSONAL DETAILS      

Date of Birth:


25 March 1979
Status:




Married
Date of Joining:

Immediate
Languages Known:

English & Hindi

Interests:



Watching Television, Interacting & Communicating with people



PROFESSIONAL EXPERIENCE

Dextra India Pvt. Ltd.

Assistant Manager – Sales Administration.



Sept 2010 till August 2012
Job Profile:
· Preparing project analysis to know the Profitability of Project and securing Management approval.

· Preparing Annual Budget file & Analysis for Dextra India Order and Dextra Bangkok Orders.

· Contract Review / Amendments and Updating Tracking file.   

· Preparing Rolling Forecast and update our ERP system.

· Interacting with customers, understanding their requirement and Preparing Offer as per the customer requirement and assign that lead to the Sales Team. .

· Processing Purchase Order on closure of the deal.

· Planning dispatches of Couplers based on customer requirement.

· Coordinating with Operations and Logistic team for ensuring that we Produce / Import couplers based on Purchase order this will ensure that coupler dispatches are done on time.

· Tracking each customer requirement as per their P.O. and ensuring that RSL are maintained.

· Organizing conference for our Sales Team and preparing Monthly Travel Plan. .

· Tracking Monthly Collection and Invoice generation & following up with customer to collect Retention money.
· Preparing monthly MIS for Management. Filing of all the documents based of different projects.
Kyrios India, Mumbai, India 




           Feb 2010 to August 2010
Manager Operations & Administration.
Job Profile:
· Kyrios India specializes in providing medicines in Chronic Segment, High Value Product and Super Specialty Product in Medical Industry and hence role was in Understanding the Business Requirement of Kyrios Medicare and preparing Business / Operational procedures and functions.
· Creation of Operations procedure to ensure that SLA for delivery of medicines is 100%.

· Implementing Inventory Management tools to ensure that stock integrity are maintained.
· Implementing IT software to meet the Business requirement (Financial accounting & Inventory Management). 

· Preparing strategy to grow the business with the existing Patients and Doctors and acquiring new Patients and Doctors.

Damac Properties, Dubai, U.A.E. 




May 2006 to December 2009
Senior Officer – Sales Administration
Job Profile:
· Handling Projects Launched in Dubai, Jordan, Saudi Arabia and Lebanon. Managing Sales Administration function on launch of the Project which includes, Maintaining Inventory, Pricing Control, Preparing Proposal & Handling Promotions

· Liaising with Project Department for Building Plans, Area Schedule; Verifying the data provided and proposing changes before launch to get Product Mix suitable for Market.
· Conducting Market research before the launch and suggesting Management with Pricing and seeking their Approval to prepare Master Pricing

· Creating project in IPMS (Integrated Property Management System) Oracle based, maintaining Inventory of each Project

· Keeping tight control over the Sale of Product, and suggesting pricing revision based on the movement of the Product

· Preparing Terms & Conditions for Promotions associated with my Product

· Liaising with Legal Department for ARF and solving any discrepancy. 
· Liaising with Marketing Departments for Preparation of Certificate and dispatching the same to the customer

· Generating Reports and Marinating Charts using MS-Office

· Preparing IOM and Pricing Committee Note for Pricing Approval from Management.
· Providing 24/7 service through Mobile Phone and VPN links.
· Dealing with customer enquires; processing orders and supporting the sales team and head of sales in administrative capacity

· Provide prompt, first-line response to customer pre-sale pricing, availability and general informational requests via e-mail, telephone, other written correspondence

· Information Source for other department in regards to Customer Query, Payment Terms, Promotions, Cancellation, Pricing Approval & Audit Requirements.

· Populate information required as per RERA requirement for all projects pre & post Escrow.

· Reconciliation of Projects with regards to Off Plan Sales & Project Constructed at Site. This help save cost, and ensure that customer get accurate as building area.

· Setting up of process and liaising with IT to meet the market requirement
Unisys India Private Limited, India


         September 2001 to January 2006
Deputy Manager – Service Delivery Operations in Global Infrastructure Outsourcing Services

Job Profile:
· Handling a team of 7 people for Operations in India and meeting Customer’s SLA with performance level of 99.4%, accustomed to performing in a deadline-driven environments. Manage all operational, strategic, financial, staffing &  administrative functions concerned to my department


· Handling billing for GIOS department, maintaining record of receivables and payment to the suppliers, maintaining follow-up sheets and delegating follow-up job to subordinates for payments. Updating revenue Versus Cost sheet

· My team has achieved and maintained performance level of 99.4% in meeting the Service Level Agreement (SLA), which is above the required level of 95% by our customers. Monthly call volume is 3000 calls.  This enable us to earn reward bonus from our customer i.e. Dell Computers

· Maintaining relation with our customers and understanding the call flow volume and monitoring the revenue and cost sheet for GIOS team, to meet the operation targets

· Generating Monthly billing files for Dell.  Discussing and sorting any queries between Dell -Unisys & Unisys - Service providers. Sending invoices to Dell Penang and Dell India. Checking and clearing invoices of Service providers

· Maintaining the billing record for Non-Dell activities, verifying the Invoice and the pricing.

· Handling second level escalation after office hours, and coordinating with the Service providers and Unisys Program Management Office (PMO) and providing quick solution to our customer

· Provide 24X7 support on the mobile phone and router installation with our partners in Europe and USA.
· Conducting Stock check, Ordering of Replenished Stock, Reconciliation of Stock located all over India for our customer i.e. Dell, Nortel, Intel, State Bank of India.

· Actively participated in RFP bidding for the new Dell Service Business in 2004 and 2005 by

· Creating Service Locator for India along with Service Partner
· Creating Engineer Database and regularly following up for their Certification
· Submitting the bid online with other competitors 
· Winning the Dell Onsite service providers business for Unisys

Wipro Info Tech Limited, India


         November 2000 to August 2001
Helpdesk Call Coordinator

Job Profile:
· Ensuring every call query is appropriately logged and assigning to the Engineer

· Handling of Vendor escalations and continuous follow-up till the problem is resolved

· Driving & implementing of appropriate systems for collection & drafting of call reports

e- Serve International Limited, India

         May 2000 to November 2000
Trainee in the Cash Management Department



Educational Qualification
2000
Diploma in Business Management from N.M.I.M.S, Mumbai, India
1999
Bachelor of Commerce (B.Com.) from Mumbai University, India

1998
Honors in Network Computing from NIIT, Mumbai, India

Trainings
· Completed Six Sigma Lean White Belt program from Unisys University

Computer Skills
· Software Skills:  MS Office 2010
· Operating Systems: Windows 95/97/98/ Win 2K

References
· Will be furnished upon request. 
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