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EXPERIENCE: 7 YEARS IN SALES & ADMINISTRATION & 6 YEARS IN TEACHING
	Summary:


A passionate, highly motivated, organized and well-informed sales professional with strong attention to detail targeted at handling pre and post sales processes related activities. Strong customer skills with a keen ability to work towards total customer satisfaction.
Seeking a better opportunity to work with dedication and perseverance to achieve the best and excel through hard work; being to contribute to the organization goals effectively using conceptual skills and knowledge gained by education and experience.
TARGET POSITION: ADMINISTRATION / CUSTOMER SERVICE/ SALES COORDINATOR
	Key Skills &Competencies: 
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· Active learner with a keen ability to practice good judgment.
· Proven proficiency in using technology to aid sales coordinating tasks.
· Highly experienced in developing and sustaining effective relationships with customers for increased business opportunities.
· Proficient in providing administrative support to different departments aimed at coordinating sales efforts appropriately.
· Interpersonal Skills, Decision-making, Active learning, Time Management, commitment to continue improvement, personal and work ethics.
· Outstanding communication skills and ability to multi-task effectively.
	Professional Experience: 
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Academy Senior Secondary School  And Institute – Rajasthan – India 
                 Jan 2012 – Nov 2014
Duties & Responsibilities:
 To provide quality customer service
   Act as liaison between parents, coaches, students, administrators and teachers.
  Meet with the coaches as a group to answer questions about team progress (or lack of) and to answer any other questions.
  Organize students into teams.
  Help coaches with required paper work.
  Provide many materials (spontaneous books, videos, handbooks).
  Help find required judges and workers for the regional tournament.
  Resister teams with the district and state organization.
  Be available by phone or e-mail almost any hour of the day or night (only a slight exaggeration) to help solve any problems you may be having.
  to coordinate, in partnership with the Creative Agent, meetings and activities with creative practitioners, school staff and other partners
  to involve parents, Governors and other members of the community extensively throughout the programme
  Assisting with identifying and recruiting potential Mentor Teachers.
  Coordinating Field Experience information and submitting information to the Field Experiences staff.
  Coordinating in-school placement arrangements.
  Coordinating the arrival of Student Teachers and orientating them to the school environment, staff and students
  Communicating on a weekly basis with the University Facilitator or Field Experience Associate.
  Facilitating the inter-classroom observations.
  Facilitating and monitoring the Whole School Project requirement.
  Facilitating Mentor Teacher cohort meetings      .
SALES EXECUTIVE 
Max New York Life Insurance – Jodhpur – India 



     Nov 2009 – Dec 2011 
Duties & Responsibilities:
·  Joined as Sales Executive to sale financial products.
· Making calls, fix an appointment, maintain dairy & follow ups on daily basis. 
· Understands client requirements and advises them suitable solution. Build relationship with existing and new clients.
· To maintain good relation with the Clients, close sales call and get reference for the expansion of Business. 
· Responsible for achieving allocated targets.
TEACHER & VICE PRINCIPAL  
B R Academy, CHB, Jodhpur – India  


                   Apr 2006 – Oct 2009 
Duties & Responsibilities:
· Organize all kinds of field trips. 
· Conducted Montessori Seminar for teachers.
· Handled 15 staff and trained them.
· Establish Monthly Activities according to the age groups of children.
· Maintain discipline academic atmosphere.
· Designed and organized classroom as well as school. 
TEACHER   
Social Welfare English School, Mumbai – India



      Jun 1999 – Apr 2002
Duties & Responsibilities:
· Developing and implementing lesson plans for all areas of the pre-primary curriculum.
· Establish Activity/ Reading Centre, which provided material for brilliant students who used to finish their class assignments ahead others. 
· Assist Classroom teachers in organising field trips.
· Incorporated sand and water table play into the classroom, which encouraged hands-on learning. 
	Educational Qualification: 


Academic:
· BA – Bachelor of Arts – IGNOU – India 
 
· Higher Secondary Certificate – University of Rajasthan – India                                         
· Secondary School Education – Maharashtra Board – India 

Technical:
· Certification on MS Office – Ace Computer Education – Mumbai – India 

	Languages Known: 


· English
· Marwadi
· Hindi

