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SALES ADMINISTRATION/ PROCUREMENT/ OFFICE OPERATIONS/LOGISTICS
Seeking assignments in Sales Administration/Procurement/Operations/ Logistics Departments

Executive Summary

Sales Administration , Procurement & Back office operations professional with 8 years of UAE experience with various streams including Sales administration, Procurement Management, Operations management, Logistics & Customer Service .Contributed significantly during office set up, planning, executing, monitoring - controlling & various analysis/review. I am seeking assignments in projects within to discover uncovered possibilities & aspiring to systematically apply my abilities and knowledge of various process groups, knowledge areas & management techniques.
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Areas of Exposure
Sales Administration, Inventory & Cost Control, Cost Estimation, Time Management, Procurement, Accounts Receivables, Logistics & Customer Service.

Educational Qualification
Master of Commerce - University of Kerala, India.
Bachelor of Commerce - University of Kerala, India Plus Two Commerce – New Indian Model school, Dubai
---------------------------------------------------------------------------------------------
Languages:- English, Hindi, Malayalam & Tamil
---------------------------------------------------------------------------------------------
Computer Knowledge:- MS Office (Word, Excel, Power Point & Outlook), Tally, ERP System.
---------------------------------------------------------------------------------------------------------------------------------------------------
Career Precise
	Organization
	Role
	Year
	

	
	
	
	

	The Kanoo Group
	Sales Executive
	2012-till date
	

	
	
	
	

	Tricom LLC
	Sales cum Logistics Coordinator
	2011-2012
	

	
	
	
	

	Al Hawai Tyres Co
	Sales cum logistics Coordinator
	2008-2011
	

	
	
	
	

	Integral Systems
	Office Administrator
	2005-2008
	

	
	
	
	


Career Achievement
Received Appreciation letter from the Management of Kanoo Group, in the year 2012 for the hard work, efforts, dedication to my job and outstanding contribution at the time of implementing new software – Symphony
Professional Profile
Sales Executive – The Kanoo Group Dubai from 2012 till date
Key Responsibilities:-
· Preparation & Presentation of Sales Analysis on monthly basis showing the variation in Sales and Income. 
· Responsible for Cost Estimation for the RFQs and adding profit margins by considering cost factors and customer demads. 
· Responsible for the entire Sales Order Processing for engineering products from Enquiry till Receipt of Payment. 
· Maintaining high level of support and healthy relationship with the customers & Suppliers through direct communication. 
· Preparation of monthly & weekly reports to ensure maximum profitability through quality service. Analyze the 
ITB (invitation to bid), Tenders, and RFQ’s and understand the requirements of clients in terms of technical and commercial information provided, accordingly Preparation of tendering packages to clients as per the rules and regulations. 
· Making arrangements to purchase the non-stock items from the principles and deliver to customers as per their requirement. 
· Coordinate with in-house Shipping Department or International Freight Agencies in order to obtain the lowest Shipping Cost. 
· Coordinate with Overseas Offices on submitting the Final approved bids, Tenders and Contracts. 
· Follow up on issued Contracts and Purchase Orders with vendors to avoid any delay and coordinate with Freight agents on Collection & Forwarding the shipments as agreed. 
· Conducting the Inspection on delivered materials and take necessary action for wrong supply. 
· Ensuring all purchasing orders, including any changes, revisions or modifications, contain a definitive ship date and following up to ensure that shipments have been made on time. 
· Creates and maintains contract files and documentation as per ISO requirements. 
· End user support, update the status of order, handles the customer complaints and feedback to management. 
Sales/ Logistics coordinator
Tricom LLC Dubai from 2011 till 2012.
Key Responsibilities:-
· Prepared quotations & Invoices. 
· Planning and organizing the dispatch of goods from the warehouse. 
· Preparation of Stock Receipt Vouchers 
· Preparation of Export documents including Invoice & Packing list and obtaining Certificate of origin from the Ministry of Economy. 
· All sales order processing through ERP in order to ensure accuracy. 
· Responsible for Accounts receivables. 
· All administration works independently. 
· Submitted monthly report regarding Sales targets and achievements. 
Sales/ Logistics Coordinator
Al Hawai Tyres Company, Dubai from 2008 till 2011.
Key Responsibilities:-
· Prepared export documents as per the L/C, arranged it and sent to Bank. 
· Prepared import Letter of Credit and follow up with the bank for all related matters. 
· Prepared quotations, invoices and local purchase orders. 
· Responsible for office administration of the entire sales department. 
· All the sales order processing through the ERP system. 
· Provided direct support and assistance to supervisors. 
· Made arrangements for the collection and dispatch of all incoming and outgoing shipments. 
· Maintained high level of support and healthy relationship with the customers. 
· Maximized all day to day activities in the ERP. 
· Communicated with team members successfully in order to make the day to day operations smooth. 
· Prepared Weekly and monthly Sales report for each Sales man regularly in order to find out their achieved target. 
· Updating the sales staff with shipment details on weekly basis. 
· After close inspection of the cargo received, sent credit note request to the supplier for the shortage. 
Office Administrator
Integral Systems, Trivandrum, Kerala from September 2005 till January 2008.
Key Responsibilities:-
· Responsible for managing the day to day operations of the Company and reporting directly to the GM. 
· Kept proper track of record of all incoming and outgoing documents. 
· Documentation, preparation of various statements for top management. 
· Maintained all the personal file of the entire staff. 
· Managed computerized record of all customers and suppliers. 
Trainings Attended
Completed Product training with Chicago Pneumatic regarding Pneumatic tools in 2014.
Completed certified product training in Black & Decker, MEA regarding Power tools & Anchor Fasteners in 2014.
Visa Status: Husband’s Sponsorship
References:
Available on request.
This is the true copy of my C. V, should you require any further information regarding my testimonials, I will be highly obliged to present the same upon request or at the time of interview.
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