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Professional Summary
A result-oriented Admin, Sales and Marketing professional. Experienced in office administration, building material sale, medical & education service sale. Performance areas include admin, sales & marketing, business development & relationship management. Proven ability in bringing new clients & students, consistent outstanding record of exceeding personal and target sales objectives. Experienced working in highly fast environment, demanding strong organizational, quick strategic communication, target achievement and interpersonal skills. Highly trustworthy, ethical and discreet; committed to superior client servicing. Confident and poised in interactions with individuals at all levels. Detail- oriented and resourceful in completing projects; able to multi- task effectively. Capabilities include:
· Marketing & Sales 
· Client Servicing 
· Marketing Research Analysis 
· Marketing Communications 
· Writing skills 
· Business Development 
· Office administration. 
Experience Highlights: (5+ years of experience)
Highlighted Accomplishments – Marketing & Sales

· Increased revenue by generating… number of students …. An accomplishment for the very first time in the company history. 
· Service marketing in clinical research market. 
· Developing business in horizontal & vertical zone. 
· Achieving the target & completing the deal within deadline. 
Highlighted Accomplishments– Client Servicing

· Established and improved client communications; maintained ongoing relationships 
· Performed effective client servicing for Danube, Prestige middle east, Rondak, Eight industries, Nabrman fashion, Biocon, Metro cash & carry, NIIT, AHA, Salarpuria Poject, Tata goldetc. 
Highlighted accomplishments - Market research

· Created & developed on the new data base upgrading the company database for clients to new sectors apart from the regular mentioned sectors 
· Identifying customer needs & issues to focus on new product and service development 
· Analyzing information to refocus product lines on highest margin/ strongest product appeal 
Highlighted Accomplishments - Communication Relations & Marketing

Communication

· Coordinated, planned and contributed at special events 
· Recruited and guided vendors; oversaw print operations and coordinated mailing process. 
Highlighted Accomplishments – Writing Skill

· Drafting plan of action/ sales proposals for the client and the company 
· Proof read and edited all referenced written materials 
Highilighted Accomplishments – Business Development

· Promoting company brand to key buyers/ students, ensuring their knowledge current and appropriate 
· Generating new business both in one- to- one meeting & telephonic meeting 
· Drafting concise, value based sales proposals 
· Replying all customer enquiries in accurate time & manner 
· Writing sales &activity reports 
· Completing all administrative documentation accurately 
· Developing and maintating data base of all client contacts 
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Employment History:
BUSINESS EXECUTIVE AT GOLDENGATE GENERAL TRADING LLC, Dubai 2015 May-Present : Pitchng new clients, coordinate with them, managing the operational part with the client, closing the deal gently and effectively. 
COUNSELLOR CUM BDE AT GENEXT EDUCATION, Asansol 2014 January-November: Counselling student and developing business hand in hand. 
FREELANCER AS A PHOTOGRAPHER AT TRAVEL AND WILDLIFE PHOTOGRAPHY, Asansol 2013-2014: Independent venture of nature and wild life photography . 
BDE AT LIFECELL INTERNATIONAL PVT LTD, MUMBAI 2011-2013: My responsibilities lie in revealing the new market, organizing meetings with new and established clients and perform sales presentations that provide clients with information about the concept of stem cell therapy & its benefits. Follow up with the doctors & other clients to answer questions and resolve concerns. Entertain lifestyle clients by hosting parties and performing mass presentations. Generate referrals and build personal relationships with each client and close sales by signing contracts. 
INDEPENDENT MARKETING AGENT, GETEAZE BUSINESS SOLUTION(contract based), Bangalore 2011 January-March: A fast paced sales & online promotional company, who performs sales & online promotional activities (B2B) and conduct product tours for clients, followed up with them to answer questions and generate referrals. 
TR- SURFACE, EASTERN COALFIELDS LTD, West Bengal 2009-2010: Best servicer to the pension client. Successfully hold the psychographic understanding of pension holder. Handled all aspects of pension file scrutinizing, Strong participation with WIPS (Women in Public Sector) in various social awareness programs. 
MANAGEMENT TRAINEE, BRODURE INDIA, Bangalore 2008 March-September: Handled renowned client like BIOCON, Metro cash & carry, NIIT, AHA, Salarpuria project, TATA Gold. Process emphasized with PEEST (Pharma, Environmental, Economical, Social, Technological) analysis. Consistent tracker of the coverage for & against the client. Learned effective way of handling media & crisis situation. 
EXECUTIVE COUNSELLOR & ASSISTANT - ADMINISTRATION, Index Technology (Electronics Corporation of India Ltd. Group), Kolkata 2004-2005: Given record no of student (110) in the subject Bio-informatics. Remarkable participation in company’s new brand building. Popular communicator & counselor among students. 
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Education & Training:
International School Of Business & Media (2007- 2009)
Post Graduate Diploma in Communication Management
University of Burdwan (2005-2007)
MA In Public Relations
ARENA MULTIMEDIA (2001-2003)
Two years Multimedia programme in Arena Multimedia and Jadavpur University.
B.B College, Asansol (1998- 2001)
Bachelor In Arts (Political Science Hons.)
Asansol Girls’ College (1996- 1998)
HSC (Humanities)
Manimala Girls’ School (1986- 1996)
S.F. (WBSE)
Academic Project

May 2007 – March 2009
· ASSIGNMENTS ON CONSUMER BEHAVIOR MODEL& THREE PRODUCT CATEGORIES. 
· PRESENTATION ON LAUNCHING A NEW RETAIL STORE. 
· PUBLIC SURVEY ON NEWS PAPER. 
· PROJECT BASED ON BRAND EXTENSION OF FMCG PRODUCT. 
· COMPARATIVE STUDY BETWEEN TWO MAJOR BRANDS. 
· ASSIGNMENT BASED ON BRAND IDENTITY vs. CORPORATE IDENTITY. 
Technical Skills:
Operating Systems worked on Tools: Windows XP, Vista,MS-Office, MS-Outlook, Photoshop.
Community Involvement:
The community involvement history includes, involvement with a social welfare team to teach mentaly and physically handicapped children of Anandam and Chasshire Home. Was an active member in WIPS (Women in Public Sector) at Eastern Coalfields Ltd.
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