CV No: 1385574
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686 

Total Experience:7 Years.{Process Coordinator & Admin in charge,SalesOfficer,HR& Customer CareMangaer,Designer}
Educational Qualification: B.Sc.CDF,MBAGeneral,DFA
Computer Skill: MS Office[ Word, Excel, Power point] Tally.ERP-9, EmailApplications.
CAREER OBJECTIVE:
To find a challenging position to meet my competencies , capabilities, skills, ambitious and hard working with a commitment to excellence, seeking a responsible and challenging position in an organization, where i can use my logical and analytical skills & knowledge for organizational development as well as personal growth.
PROFESSIONAL EXPERIENCE:
APRIL 2011 TO Feb 2015 as a Sales Process&Admin incharge,& Sales Officer
KEY RESPONSIBILITIES IN SALES PROCESS COORDINATOR& ADMIN INCHARGE
· Monitoring the Performance & Way for sales achievements and the growth levels.
· Reporting to the Sales Manager & Senior manager.Analyse all process related to the sales system.
· Auditing monthly wise (Manpower, Data Entry, Sales Plan & Actual, Product Knowledge, etc,.)
· Trained the Team people for the continuous improvement.
· Maintenance of office library, including cataloguing, distribution, and record keeping.
· Checking new enquiry customers list and their files&Provide office support services in order to ensure efficiency and effectiveness.
· Greet customers/visitors upon arrival to the office.Respond to public inquiries.
· Assist in the planning and preparation of meetings, conferences and telephone calls.
· Coordinate and maintain courier records.Provide word processing and secretarial support.
· stocked with necessary tools for functionality.Coordinate office and other special events.
· Coordinate housekeeping to keep office, reception and conference room clean.
KEY RESPONSIBILITIES IN SALES OFFICER
· Improve knowledge about competitor products.
· Attend new & exist customers for sell the product.
· Attend daily meeting for stock clearance, discuss about plan & achievements.
· Report to the Manger about customer needs.
· Data entry & Attend the Product training & sales ethics also.  
June2009 to September 2010 as a HR & CUSTOMERCARE MANAGER at Pothys - Tirunelveli.
KEY RESPONSIBILITIES:
· Fill the manpower requirement. Handling interview & give training for new comers.
· Taking responsibility in customer care while customer complaints, product defects, replacing, etc.,
· Improve the sales ethics, and implement innovative ideas to increase the sales volume.
· Approach the Existing customers with clear communication & good sales process.
· Giving In-House Training to the sales Executives.
· Monitoring Team work, Sales Process & Handling the counter measure.
· Report to MD about staff welfare activities, training programs, etc,.
· Identifying loopholes if any, undertaking result-oriented measures for alleviating them, monitoring and coordinating planning activities for effective results.
December2008 to May2009 as a Merchandiser at SNQS – Coimbatore.
KEY RESPONSIBILITIES:
· Analyse the new trends, fashion and Buyer likes.
· Create new designs,getting approval from buyers.Finish the buyer orders before the dead line.
COMPUTER SKILLS:
· MS-Window , MS-Word, MS-Excel, MS-Power point ,Tally.ERP-9,CAD and Internet applications & Mail Process.
LANGUAGES KNOWN:

as Production In-charge
· English, Tamil (To Read, Write and to Spoke) and Malayalam (Medium To Spoke Only).
MY ENTHUSIASM:

as Production In-charge
· Integrity, Leadership, Team work, Recognition, Communication, Continuous improvement and Hard Working.
EDUCATIONAL QUALIFICATION:
· MBA (GENERAL) from MS University (Distance Education)Tirunelveli in 2010 to 2012with First Class.
· DFA from HEIGHS Computer Education Institute affiliated to TNG,Tirunelveli in 2009 with First class.
· BSC CDF from Bishop Appasamy A&S College, Coimbatore in 2005to 2008 with First Class.
· HSS & SSLC from St.Ignatius Convent, Tirunelveli in 2003 to 2005 with 90%.
ACCOLADE:
· Distinction of playing In Door Games, and received prizes from Anaamalaistoyota internal Competitions
TRAININGS:
· “Sales Officer Training
· “Process Monitoring Training” 
· “Administration Training” 
PERSONAL DETAILS:
DOB:                  18.01.1987
Age:                       27 Years 
Nationality:            Indian
Gender:               Female
Maritul status:        Married
Visa Status:             Visit Visa 
DECLARATION
I hereby declare that all the particulars furnished above are correct and complete to the best of my knowledge and belief and I am in possession of the documents in proof of the claims made in this application.

             Thanking You,
