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Professional Synopsis
· A dedicated professional having over 10 years of experience in business development activities, database management functions, customer service, logistics support and delivery systems. 

· An efficient and result oriented approach, good presentation skills and abilities to deliver results. Can work under pressure and on time sensitive assignments with all diligence.

· Thorough hands-on knowledge of Microsoft Office applications like Excel, Access, Word & PowerPoint.

· Knowledge of circulation, distribution of print publications along with the audit procedures.  Maintenance/updating of a large subscriber database.
· In-depth knowledge of trading of mobile phones & various digital items in Deira the commercial hub of Dubai.
· Self motivated, innovative, hard task master, high multi tasking ability, result oriented with good organizational skills.
Organisational Experience

Sales Executive (September 2012 till now) with All Metals Industries LLC, Dubai 

My contributions

· New Customers - Meeting new potential customers and showcasing our capabilities in terms of service and quality.  Following up with quotations sent and negotiating prices.

· Customer Service - Resolving any customer service issues with regards to quality and damage issues.  Visiting the sites for inspections & certifications. Maintaining and developing relationships with existing customers in person and via telephone calls and emails.  Gaining a clear understanding of customers' businesses and requirements
· Market Survey - acting as a contact between a company and its existing and potential markets.  Gathering market and customer information. 
· Sales Review - Prepares reports by collecting, analyzing, and summarizing information.  Record sales and send copies to the sales office. 
· Bidding - creating detailed proposal documents, often as part of a formal bidding process that is largely dictated by the prospective customer.

Business Development Executive (February 2010 to August 2012) with AMT Phones International LLC, Dubai AMT Phones International LLC is a trading company dealing with Wholesale & Retail sale of Mobile phones & its peripherals along with various Digital Items through its own outlets as well as by partnering with various outlets in malls across UAE.

My contributions

· Sales - My main role in the company was to generate new Clients Internationally through Ecom sites like GSMexchange.com & phonelot.com.  It involves sending regular offers to clients database generated & updated by me.  If any of the orders came through, the entire process of executing the order was my responsibility by coordinating with our warehouse supervisors and shop in charges to get the goods ready for shipment.  Booking the earliest flights with our Freight Forwarder and then once the payment has come in from the clients to hand over the goods with the documentation required.
· Client Servicing - My responsibility also involved being the sole point of contact for local clients like KM Trading, Fathima & Greetings Madina Group.  It involved not only regularly sending updated pricelist but also executing their orders, follow up on payments and handling RMA’s.
· Procurement - Getting quotes from various wholesale traders like Axiom, Jumbo Electronics, Al Yusuf Electronics, etc.  doing a comparative and then purchasing mobile phones in bulk.  We had an internal purchase approval procedure that required approval from the Division Head.  After that depending on the payment terms with the supplier the phones are purchased.  Once purchased the material had to be distributed to all branches in UAE.  This was a daily repetitive process.
Marketing Executive Reporting to Marketing Manager (November 2006 till February 2010) with Gray Business Communications, Dubai GBC activities focused on three separate divisions -Media Representation, GBC Publishing in-house titles & contract publishing & GBC Events

My contributions

· Circulation Audit - My first task on joining Gray Business Communications was to clean up/revamp the subscriber database and keep it ready for Audit purpose.  It required running a lot of queries & re-validating the database by requesting our subscribers to submit new subscription forms, Personal Identifier questions were sent to our subscribers, all the documentation had to be perfect.

· Magazine Distribution - Run queries in the database and generate files for printing labels for distribution of the magazine by the end of the month for the coming issue.  Coordinate with the printers to check that all deliveries to overseas & local distributors are made by the 2nd & 3rd day of the month.  To check whether all subscription copies are posted and receipts collected.  To follow up with distributors local & overseas for delivery receipt of magazines delivered for audit purpose.
· HR Role: Apart from doing the marketing duties, I was also involved in assisting the HR department in the following capacity:

· Keeping a record of emoloyees daily attendance.  Calculating their annual leave.
· Recruitment & Induction. Looking for prospective candidates in the Marketing dept. through news paper advt., community billboards.

· Performance appraisal of the staff in our department.

Key Performance Indicators

Trouble free pre-event coordination.

Achieving deadlines of all marketing activities.

GBC Marketing Services

· In charge for over all distribution of The Economist magazine.

· Email broadcast for all key clients and agencies using third party email broadcasting software.
· Marketing Research.

· Sales Support.

· The Economist magazine distribution database administration.

Business Centre Executive Reporting to Front Office Manager (April 2000 to August 2006) with Hotel Taj President, Mumbai  
My contributions

· Handling the Business Centre and ensuring the smooth functioning on a day to day basis.
· Check bookings for the day & ensure that all guest requirements are met and kept ready before the meeting, especially all specific guest preferences.
· Handling guest complaints and tracking the same with guest satisfaction tracking system (GSTS) and ensuring guest satisfaction scores are always high.
· Introduced Business Centre processes:                                 
· i) Business Centre Booking Software to take Business Centre Conference Room Bookings.  
ii) Business Centre Check List.  
iii) Business Centre Manual.
· Assigning shifts for staff at Business Centre.
· Fixing budgets for Business Centre and making strategic plans to meet the target.

· Making Presentation for the Front Office team for Finance Review meetings & Guest Satisfaction Tracking Systems review meeting.

· Ensuring that the staff has a congenial environment to work and encourage teamwork in all possibilities with respect and dignity for our colleagues.
· Auditing the staff while on work as a measure of organization standards and improve on the plus factor and reducing the minus factors at the minimum.

· Handling guest complaints, taking guest feedbacks, tracking staff performance on daily basis and give training to staff on different parameters pertaining to check-in process.
Educational Qualification

B.A., Mumbai University, India (1995)

Diploma in Computer Science for Post Graduates, Grey Cells, India (1999)
Logistics & Supply Chain Management – Dubai (2008)
Personal Details

Date of Birth : 20th May 1975
Nationality : Indian
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