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I am an energetic, dynamic, successful sales Officer with 4 years experience in
sales, marketing and management of people and resources.
I would like to use my extensive sales, sales management, marketing and IT skills
to lead the promotion and sale of products and services in an International
company.

PROFILE SUMMARY
Qualified with Bachelor Degree in Science (IT) from Mumbai University, India.
Have 4+ years of working experience as a Sales Executive cum Business Developer
Expertise in managing all Leads related issues and Coordinating Company
Sales Department.
Excellent communication & interpersonal skills.
Have demonstrated analytical & problem solving skills.
An excellent team player who can work under minimum supervision.
Smart, fast learner, customer focused and stable under pressure.
Flexible, team player, self reliant and efficient minded with an eye for
innovation and productivity.
Energetic and capable of working with minimal support and a good deal of
autonomy.
Ably lead a team & possess demonstrated ability to work effectively and
congenially with team members / staff at diverse levels.

PROFESSIONAL EXPERIENCE 1
Designation : Sales Executive Insurance and Business Developer
Name of the company : Relinace Life /Orange Quarter Marketing (P) Ltd
Duration : Mar 2014 to Jan 2015
Place : Mumbai ,India.

JOB RESPONSIBILITIES:
Provide administrative support to staff, managers & MD.
Directly report to the Management & coordinate with all departments.
Receive, prepare and record Sale invoices, Leads and payments.
Handle recoveries and follow ups.
Screen telephone and personal callers.
Worked with new customers in the development of new Insurance and the
implementation of new systems
Receive and process incoming and outgoing Leads & correspondence.
Do business correspondence on behalf of the organization.
Store and retrieve data on CRM.
Prepare agendas / programs for meetings.
Attend and take minutes of meetings both in the office & other locations.
Organize conferences, meetings and social functions.
Handling all purchases of office supplies on monthly basis
Maintain record of existing & new customers for follow up and business
promotions.
Responsible for company transportation related issues.
Attend to walk in clients & enquire the nature of their queries; answer them
appropriately or refer them to right personnel.
Coordinate with sales team & customer service staff in day to day issues.
Deal with service customers to identify & respond to issues and
expectations.
Ensure accuracy of data provided to the customers at all times.
Assisted in the development of new policies and procedures
Performed market research surveys on customer needs and requirements.
Prepared weekly sales reports for the sales team and sales management.

PROFESSIONAL EXPERIENCE 2
Designation : Admin cum Sales Executive
Name of the company : Rehan Engineering Mfg.Food ProcessingMachine
Duration : Mar 2011 to Jan 2014
Place : Mumbai ,India.

JOB RESPONSIBILITIES:
Joined Sales management to market a new product of consumer goods into
traditional retail channels of distribution in the Food Proceesing Machinery
market
Built a full-scale sales operation from the ground up including database
systems, recruitment of senior regional sales managers and developing the
sales and marketing strategies
Developed the marketing campaign in collaboration with Advertising Agency
that incorporated print, electronic media and the Internet
Creating users, their respective home folders, assigning rights, permissions,
and group policies.
Established over 500 new distribution doors in just six months
Achieved 1.5CR revenue target in first 2Years.
Responsible for customer service in the Products and providing detailed
information on new products
Provided support to the sales team, ensuring all sales and service objectives
were met.
Maintain client relation and ensure customer satisfaction

EDUCATION
Bachelor Degree in Science (IT) from Mumbai University, India.
High Secondary School Certificate in Science from Maharashtra University, India
Secondary School Certificate from Maharashtra University, India

SKILLS
Microsoft Office : Advanced
Hardware and Network : Advanced

PROFESSIONAL PROFILE
Linguistic : English, Hindi
Marital Status : Single
Nationality : Indian
Visa Status : Visit Visa 3Month
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