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Personal SummaRy
A competent and innovative professional with a positive approach, excellent communication skills and adaptability to a variety of work environments. Ten years of experience in Import &Export Procedures and Marketing Assistant.Highly self-motivated and goal-oriented professional committed to pursuing a long-term career in the related fieldsthat offers ample scope for professional development and mutual growth. With my resourceful analytical andinnovativecore management and marketing skills I have transformed ventures and capitalized on market opportunities.

professional profile

· SEVENYEARSof extensive professional experience in Import – Export Procedure& Enterprise Resource Management and Organisation Development.
· THREE YEARSof experience as a Marketing Assistant/Coordinator with broad experience and comprehensive understanding of Marketing Strategies and Sales.
· Extensive involvement in methodical administration to deadlines and the application of modern leadership methods (through staff motivation and involvement in both decision-making and target-setting)
· Expert understanding of the cost elements in export with respect to margins, landing costs.
· Conducted in several Management and organizational case studies in order to formulate strategy and policy initiatives for overall development of the organizations and achievement of higher efficiency. 
· Rich knowledge about the marketing activities undertaken for all promotions and events.
· Clarity in communication, and easy personal inter-relations, with ability to understand and motivate peers toward achieving targets.
· Excellent Knowledge regarding with documentation of each and every activity relating to import and export.
academic qualification

· Bachelor of Science in Information Technology  (Honors)

Nov   2004
Sikkim-Manipal University of Technology, Mangalore India.
Professional experience

· JALA ARTS & CRAFTS. New Delhi (INDIA) Jan 2008 – Sep 2014
Business Development Manager
Responsibilities:

· Finding new area and customers, developing new customized designs as per their needs and taste.
· Getting orders from overseas markets with new sales strategies as well as participating in international trade events in different parts of world such as South Africa, Saudi Arabia, United Arab Emirates, Qatar, Libya, United Kingdomand United States.
· Charter and fosterclose working relationships with all levels of staff, clients, and vendors.

· Identify, recommend and implement lean solutions to continuously expand operations, exceed expectations, meet budgets, and beat deadlines.

· Provide tactical leadership, negotiation, technical resources and change management in effective and aggressive manners.

· Pioneered strategic, technological innovations to create sustainable revenue growth. 

· To prepare and submit necessary documents relating to get benefits from government schemes and subsidies such as Duty Entitlement Pass Book Scheme, Drawback schemes etc.
· Evaluated, recommended, and purchased equipment, corresponding with production expansion.

· Co-ordinated with the production house at regular intervals for replenishments and follow-ups, shipment planning as well as updating customers on regular intervals.
· Assisted the team to design, maintain, and overhaul procedures, presenting performance reviews and suggested possible changes based on research, past performance.

· Major Achievements / Awards
· Clean & timely negotiations of documents resulting with excellent relations with customers.
· Promoted Rapidly to Key Management and Contributor Roles

· Instrumental in Client Retention, Contract Negotiation, Cost / Volume / Profit Analyses

· Brought down receivables from 75 days to 35 days.
· Recipient of Best Performance Award for 2 consecutive years.
· INTERIOR ARTS. Haryana (INDIA)
Jan 2005 – Dec 2007
Marketing Coordinator.
Responsibilities:

· Preparing marketing report by collecting, analyzing sales data.
· Keeping promotional material ready by coordinating with graphic departments.

· Setting up tracking systems for marketing campaigns and online activities.
· Assisting team members with day to day marketing tasks and coordinating marketing projects and activities as requested.

· Organise the production of branded items such as stationery and merchandise.

· Establish and expand merchandise opportunities.

· Coordinate promotional campaigns via trade shows and event management.
· Supporting company’s social media campaign including frequent monitoring of and activity on Facebook and Youtube pages.

acquired skills

· ERP Management
· Strategic Planning and Management

· Corporate Negotiations
· Change Management

· Problem-solving
· Market Analysis & Research

Software Tools

· MS Project


· Tally ERP 9
· MS CRM

Languages
· English, Urdu, Arabic,Hindi, Kashmiri
personal details

Born:





20thMay 1981
Sex:





Male

Marital status:



Married
Nationality:




Indian -Kashmir

Interests:




Travelling, Photography, Reading
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