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 PROFESSIONAL OBJECTIVE

To be a part of an organization that would enhance and involve my credentials to contribute to the growth of the organization.
 SUMMARY

Qualified Marketing and Finance professional with more than 3 years of experience in the field of Administration and Operations with excellent exposure in administration and customer relationship. A dedicated MBA graduate, a sincere person by nature, who can bring to your organization excellent customer relationship, proficiency, a keen eye for details together with professional skills like, analytical, planning, organizing, time management and communication.
 EDUCATION & COURSE

	Master of Business Administration (Finance/Marketing)
	2011

	Bharathiar University, India
Bachelor of Computer Applications
Bharathiar University , India
	2009


 CERTIFICATIONS

· Microsoft Certified Systems Engineer(MCSE)
· Certification in Tally.
 IT SKILLS

· MS Office (Word & Excel, PowerPoint )
· Knowledge of Windows and Ubuntu Linux Operating System
 PROFESSIONAL EXPERIENCE

Company
: Tourism L.L.C. (July 2017 – till now)
Designation
:  Sales Representative
As a Sales Representative my job function involves.
· Identifies business opportunities by identifying prospects and evaluating their position in the industry
· Negotiating contracts and packages
· organising sales visits
· Acquisition of new clients.
· Manage payments, invoices and necessary follow-up
· Arranging meetings with Suppliers and clients
Company
: Al Alwan Tourism L.L.C.
(February 2014 – June 2017) Designation
: Sales Representative

Al Alwan Tourism L.L.C.(ISO 9001 certified), is a travel and tourism company has successfully operated in the U.A.E. for the past 3 years. The main services providing by Al Alwan Tourism is visa processing and having customers on almost all over the world. As a Sales Representative my job function involves,
· Negotiating contracts and packages
· organising sales visits
· Understanding the needs of clients and ensuring the best possible options
· Acquisition of new clients.
· Identifies business opportunities by identifying prospects and evaluating their position in the industry
· Manage telephone calls, mail and office materials
· Manage payments, invoices and necessary follow-up
· Arranging meetings with Suppliers and clients
· Maintaining accurate Sales records
Company
: Muthoot Finance Pvt.Ltd. (May 2011 – November 2013) Designation
:Sales Administration Officer (Andra Pradesh. India)

Muthoot Finance Ltd. is an Indian financial corporation. In addition to financing gold
transactions, the company offers foreign exchange services, money transfers, wealth management services, travel and tourism services, and sells gold coins at Muthoot Finance Branches. As a Sales Administration Officer, the job function involves.
· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems.
· Scheduling and coordinating meetings, interviews, events and other similar activities.
· Assisting with all aspects of administrative management, directory maintenance, logistics, equipment inventory and storage.
 LANGUAGES KNOWN

English, Hindi, Malayalam and Tamil

Date of Birth
: 20th April 1988
Languages Known
: English, Malayalam and Hindi
Marital Status
:  Married
Nationality
: Indian
Driving License
: U.A.E Driving License 
 DECLARATION

I affirm that the foregoing information given is true and correct to the best of my Knowledge and belief.
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