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Desire a position for Project Coordinator/Operations Executive/Internal Sales Coordinator 
Career Abstract

1) A dynamic professional with over 4 years of experience in Project coordination/Operations Executive/Internal Sales Coordination.
2) Well-Worth with Engineering and Technical Products.
3) Well organized motivated takes for active initiatives and can work without           supervision.
Professional Experience

· March ’14 – April’15 –as Project Coordinator
· July ’13 –Nov’13 –Temporary Position ,Parker Middle East, Dubai as Technical/Administration/Operations Executive 
.   Jan ’08 – Nov’10 , Micronet Technology, Dubai as Internal            
  Sales coordinator  
· Mar’06- June’07, HCL Info systems Pvt Ltd  , Delhi as Software Test Engineer
Core Competencies


1. Project Coordination


2. Purchase Coordination


3.Documentation Controller


4.Sales Coordination
         5. Perform Cold Calls 

         6. Develops strong relationship with customer and colleagues.

         7. Support sales with timely quotes and other necessary documentation.

         8. Fix appoints for the sales teams with the customer.
         9. Handle all administrative related issues.

              10. Prepare reports.

                11. Follow up for payments.

       Project Coordination includes:

1. Project document

2. Project progress

3. Project requirements

4. Project correspondence

     Sales Coordination includes:

1. Technical Submission

2. Follow up of quotation 
    Documentation Controller includes:

1. Filing of quotation and follow up of quotation with estimation team
2. Replying to any correspondence from site after consulting with Project Engineer.

Educational Background
Level         


:
Master of Computer Application/Computer Science (MCA)

University 

  

: 
Bangalore University, India

Grade
  

  

:
81%

Passed out             :   June 2003     
Second Highest Education

Level 




:
Bachelor of Computer Application (Bsc computer science)
University 



:
Kerala University, India

Grade
          

:
76%

Passed out     
    :  June 2000
Strengths

Excellent written and oral communication skills. / Perseverance /Committed /Optimistic and Hard working
Personal Information

Date of Birth    



 :   27 April 1983
Nationality

   
 


 :
 Indian
Marital Status



 :   Married

Gender
            



 :   Female
Permanent Residence

 :   India

UAE Driving License        :   Yes

Current Location


 :   Dubai
