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                                                                                                                                Career Objective
 Seeking assignments in Sales Consultant /Administration/ Management & Team Management with a high growth oriented organization.
Finance Sales Consultant who is adept at meeting customer expectations and resolving issues in a timely, professional manner. Skilled at tracking customer balances, approving loan applications and verifying customer information. Specialize in establishing productive relationships with customers seeking financing options.
Work Experience
1). OTE Group L.L.C. 
Muscat (Oman)
I) Sr. Sales Executive – Administrative Assistant (April  2013 – April  2015)
Responsibilities:
· Vehicle Sales 

· Administration & HR assist
· New Vehicle Delivery Process
· Documentation & Analysis
· Stock Management
· Management Information System
· Preparation of Various Reports
· Participate in tale-marketing activities
· Update preliminary customer information in database
·  Receive requirement from sales executive for vehicle 
· Search vehicle availability and location
· Verify vehicle PDI is completed prior to invoicing
·  Coordinate vehicle transfer to Branch 
· Receive OER (Order Execution Report) from SE
·  Check for accuracy and approvals 
· Capture and update customer information and customer codes
· Import OER from handshake and upload into SAP
·  Create Delivery Order and Invoice
· Coordinate Insurance formalities
·  Issue warranty booklet, 
· Gifts etc; Handover the invoice and finance documents to Vehicle Finance and Delivery Cell in order to facilitate Vehicle Delivery.

· Process Compliance and Improvement
Coordinate with Vehicle Finance Dept for approval status; Check and validate documents for invoicing; Coordinate with sales team for completing documentation requirements; Validate re invoicing, cancellations; Obtain approval from IT and Audit; Escalate issues when needed in order to comply with SBA processes and guidelines.
Work Experience
1). MCB Bank (Finance) 
(Rawalakot Pakistan) 
I) Finance Executive –(March 2009 to November 2013) 
Responsibilities:

• Maintained positive relationships with manufacturers Assisted sales team to successfully complete customer transactions. • Established weekly, monthly and quarterly sales goals for staff. • Arranged and attended weekly sales meetings. • Ensured that all dealership standards were implemented. • Maintained a database of customer information and generated monthly reports. • Determined whether or not to approve financing on a case-by-case basis. 

Arranged financing and reviewed required documents to determine approval/rejection. • Tracked daily sales and generated activity and productivity reports. • Verified customer information, including income information and signature. • Assisted sales staff in determining available financing options. • Kept charge-backs at an acceptable level without sacrificing on quality. • Handled vehicle demonstrations and made arrangements for test drives. 
Skills:
· Fluency in English language / Arabic/Urdu/Hindi/Panjabi 

· Full Expert in SAP

· Fast learner, especially in all practical aspects.
· Strong communication/presentation skills.
· Analytical ability.
· Multiple tasks handling & to work under pressure.
· Working knowledge of various computer software’s. 
·  (Knowledge of GCC Automotive vehicles model's – Japanese, Korean and American china Cars ) 

· Product demonstration and Presentation
· Customer handling :welcome & Follow-up

· Customer data collocation 

· TRADE-IN EVALUATION PROCESS

· OBJECTION HANDLING and Closing Skills

· Customer handover to Service

· Reporting, Conversion Ratio and lost sale.

· Take different Reports : Total sales test drive Etc

· Knowledge of Vehicle Leasing and Renting processes
· Sales and Negotiation Skills
· Proficient in computer handling skills 
· Personal Details:
	·  Marital Status

·  Date of birth 

· Nationality 

· Religion
· Languages known
	:  

:  Single 

:  07-01-1988

:  Pakistani

:  Islam

:  Fluent English, Urdu, Punjabi, Kashmiri & Arabic



Academic Qualification
· B.A (Economics) Graduation from under Federal Urdu University.
Trainings/ Certificates:

· Customer Management Techniques   (From GM academy Middle East )

· Effective Vehicle Appraisals                (From GM academy Middle East)

Technical Qualification
· Working knowledge in designing software's ( Corel Draw/Photoshop/Adobe Illustrator )
· Working knowledge SAP & CRM
· Working knowledge Microsoft Office Word doc, Word Excel, Word Power Point, Word Access 
· Valid Pakistani driving license – Four Wheel/Two Wheel.
Extra Curricular Activities
· Reading Books, Surfing Internet, Travels. 
· Playing Cricket, Football
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