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CAREER OBJECTIVE
I am a flexible and experienced administrator with excellent time management skills. I am a good communicator with proven inter personal skills and I am used to working in a team whilst also being capable of using own initiative. I am skilled in dealing with problems in a resourceful manner and negotiating to achieve beneficial agreement. I am always enthusiastic to learn and undertake new challenges.
EMPLOYMENT HISTORY
SALES MANAGER (TRAINING) JANUARY 2004-FEBURARY 2005: COMPANY INDIA.
Responsibilities
· Assessment and identification of client requirements leading to product fulfilment. 
· Providing helpdesk support to client base. 
· Handlings queries, complaints and ensuring client satisfaction. 
· Met all targeted levels of Key Performance Indicators (KPI) whilst ensuring that the highest level of customer service was delivered. 
· Helped deliver an increase of 35% of product sales. 
· Collated sales figures and reports. 
· Ensuring an excellent communication channel, both written and verbal with the ability to express ideas and information clearly and concisely both to clients and senior management. 
COMPANY NOVEMBER 2005 – MAY 2009 CUSTOMER RELATION EXECUTIVE (LONDON)
Company is a Wholesale Superstore located in Charlton – London dealing with a wide range of customers inclusive of wholesale business dealers and local customers as well.
Primary Responsibilities
· Handlings customer queries, complaints and ensuring customer satisfaction. 
· Providing professional telephonic guidance to in-house customers. 
· Stock replenishment and handling clerical responsibilities including cash handling, monitoring stock levels. 
· Possessing excellent communication skills, both written and verbal with the ability to express ideas and information clearly and concisely. 
· Understands and anticipating customer needs. 
· Deals with the work sheets. 
· Handled a team of 45 people. 
· Experience of working in Cash Office. 
· Providing helpdesk support to different customers. 
COMPANY – AGENCY MANAGER – JULY 2010 – AUGUST 2011 (JAMMU-INDIA)
Primary Responsibilities
· Recruiting and Handling the Agents team. 
· Developing strategic business and sales plans. 
· Ensuring company goals are met. 
· Initiating and coordinating development of action plans to enter new markets.
· Creating and presenting proposals.
COMPANY– BUSINESS MANAGER – AUGUST 2011 TO DECEMBER 2012 (JAMMU-INDIA)
Primary Responsibilities
· Handling teams & motivating them to get business. 
· Training and development of the employees & sales executive. 
· Recruitment of Business Advisors. 
· Ensure adherence to sales processes and systems. 
COMPANY – AGENCY DEVELOPMENT MANAGER – DECEMBER 2012 – APRIL 2014 (JAMMU-INDIA)
Primary Responsibilities
· Agent Recruitment – Develop various sources of agent hiring & build a team of agents. 
· Ensure Product knowledge of Max Life ways of training, field demonstration. 
· Work with agent on planning and reviewing of activities and goals. 
· Identify training needs of the agent and work with Trainers to improve the same. 
· Ensure customer queries are responded to satisfactorily as per standards. 
· Nurturing & Developing talent – Result Orientation – Customer Centricity. 
EDUCATION
Masters Degree in Business Administration (MBA)
University of Wales (March 2005 –
June 2008) London, UK
B.E – Mechanical Engineering
University of Jammu (August
1999 – May 2004)
COMPUTER LITERACY
(a) Certificate Course in Information Technology – Feb 2001 – Grade B Topics: 1) Introduction to IT and Computer Fundamentals. 
2) MS DOS 3) Windows, NT & MS Office (Word, Excel, Power point, Outlook). 
4) Programming Techniques, Database Concepts, Business Applications using FoxPro 
5) MIS 6) Project Work 
(b) Computer Aided Design(CAD) – 2003 – DOEACC Centre – An Autonomous Body of Department of Information Technology, Ministry of Communications & Information Technology, Govt. of India. 
(c) ITI Limited – 2003 – C-Dot, Telephones, Satcom, Metallurgical Lab, CTR, CNC & NP. 
LANGUAGE COMPETENCY
International English Language Testing System (IELTS) – 2004 – Band Score 6.0 English, Hindi – Expert
Punjabi, Urdu – Good
RESEARCH EXPERIENCE (MBA – UNIVERSITY OF WALES)
· Formulated a marketing plan for Heartland targeting new clients and accusations. 
· Critically analysed Virgin Airlines with regards to its culture, and leadership skills of Richard Branson. 
· Created a Business Plan for a Book Store, preparing forecasted cash flow statement, balance sheet, start-up investment, marketing plan including the promotional activities etc. 
· Carried out a market research on the tourism industry in the UK and Europe, analysing the strategically correct business location with regards to opening up a new hotel. 
· Did a project on International Trade analysing CIF (Cost, Insurance, and Freight) and FOB 
(Free on Board) contracts from a buyer’s point of view. 
· Made a critique on the UK manufacturing industry with regards to small and medium size companies. 
· Completed a project on Human Resources Management emphasizing on Empowerment of employees. 
· Completed a thesis on Total quality Management with regards to the Indian manufacturing sector. Specifically studying the concepts of Six Sigma, ISO and the works carried out by Deming, Juran and Crosby while developing a quality management system. 
SEMINARS AND WORKSHOPS ATTENDED
· Train-The-Trainer Management Session in Oct 2000. 
· Effective Communication in Sept 2002. 
· ISO Internal Audit Program carried out by KPMG in June-July2003. 
· Project Management, conducted by Professor Andrews Reeves, University of Wales in March-April 2005. 
· Total Quality Management – Projects, University of London, September 2006 
ACHIEVEMENTS
Achievements achieve with Makro in the two years.
· Employer of the year 2007. 
· Employer of the month September 2007. 
· 100% attendance awards for years 2006 and 2007. 
· Medal of Honour by Zonal Head with BSLI in 2010. 
· Case Size Champion by Territory Manager with BSLI in 2010. 
· Recruitment Champ Certificate by doing 3 Recruitments in joining month in AEGON Religare in 2011. 
· March Bonanza Competition Winner for 100% in Business in AEGON Religare in 2012. 
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