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 OBJECTIVE 

            Looking for a suitable position in a well-reputed organization with challenging roles, where I could use my knowledge and experience to enhance and achieve corporate objectives and develop the organizational performance and personal career growth.
EXPERIENCE OVERVIEW:
· Extensive Experience in various fields of Sales & Support Services, Commercial & Admin, Secretarial, Customer Service and Procurement, Dealing with Suppliers, Sub-Contractors etc.
· Hands on experience of working with Multinational clients, Confidence, Diligence and Commitment to work, Strive for excellence and dedicate my skills for the achievement of company goal and career advancement.
· Ability to work under pressure & Leadership Quality.
· UAE Driving License-Under Final Road Test.
           M/s. ETA ASCON STAR GROUP OF COMPANIES (ASCON) – May-2008 to June-2015
            Coordinator for – Sales & Support Services in Ascon Leisure & Special Works Division - Dubai.

· Preparing Company Prequalification and submitting to the client & consultant in order to procure the business.

· Corresponding to the clients and contractors for contractual documents, General administration for entire organization.

· Keen Follow ups with the Contractor, Consultant and Client related to our Submitted quotations and offers to finalize the contract. 

· Preparation of Contractual Agreements and arranging Tender Bonds, Advance Guarantees and Performance Bonds guarantees/letters with the Coordination of Accounts Department and forward to the Client/ Consultant.

· Managing Marketing & Sales operations for achieving increased growth & top-line Profitability.
· Analyzing the Contractual Documents before assigning the projects in order to predict future discrepancy with the Coordination of Execution and procurement department teams and report to divisional head to make decision.

· Assistance for performance review meetings, monthly and quarterly meetings

· Facilitate operations like budget preparation, preparation of financial report, management of infrastructural facilities, procurement of the office supplies as well as various resources for the proper management of functioning of various departments.

· Finding New Sub-Contractors, Suppliers and dealing with Purchase, Making Quotations, Work orders, Invoice, Inquiries etc.  
· Monitoring the performance of business development to ensure efficiency in sales operations and meeting of targets.
· In charge for swimming pool, Landscaping Maintenance and repairing works etc. 
· Responsibility of Dept recovery and Outstanding Payments Follow Ups on regular basis.

· Coordination with the Execution Team for resolving any contractual disputes. Identifying prospective clients and generating business from the existing client in order to achieve business targets.
· Analyzing of Budget against Actual on quarterly basis and MIS to Project Team and Divisional Manager.
· Preparation of Invoices & Monthly Cash flow Statement and Reporting to Divisional Head, MIS to Deputy General Manager (DGM) Levels.
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                M/s. James & Co, Ramanathapuram, Tamil Nadu, India 
                Jan- 2007 to Dec-2007- Showroom Manager 
· Set the target and try to achieve it with in a particular time and trained the employees in order to deliver prompt service to the client/vendors. 

· Coordination with the office staff, job allocation of work among the employees, proper formulation of various operations as well as proper management of inter and intra-office communication.

· General Administration of the entire functional Activities in the showroom such as Sales, Administration, Customer Service, Inventory Control and etc.
· Create Demand for Home Appliances, Electronics, Furniture and House hold accessories. Payroll    Maintenances and forward MIS to Managing Director to take Decision. 
· Co-Ordinate with the Subordinate, Monitor the Dispatch schedule and provide after sales service to the customer.
·  Focus on Customer Service by Direct and Telephone. 
M/s. Royal Palace Furniture Trading LLC, Abu Dhabi & Fujairah Branches, U.A.E 
March -2004 to Dec- 2006-Assistant Show Room Manager

· Monitoring Clients Requirement and creating brand image to procure the business and set the target and try to achieve with respective of time factor.

· Developing new marketing plans for the products of the company and implementing them and Managing the efficiency and productivity of the plans and projects done in marketing.
· Checking, reviewing and reporting on the marketing activity and outcomes.
· Guidelines for display items in the Showroom and given ideas to the management to bring the fast moving items and follow ups with vendors to get it.
· Sales Promotional Activities through visiting clients and creating awareness of company products and procure business.

· Identify New Potential Areas and organize sales Promotional activities. 
· Make ensure custom-made goods are dispatched in good condition. Follow up customer enquiries through telephone, direct and lead them.

·  General Administration & MIS to Regional Manager& GM Levels.
             M/s.The Peerless General Finance & Investment Co Ltd, Madurai Branch, Tamil Nadu, India 
             April-2001 to Dec-2003 - Business Development Executive
· Lead team in developing strategic business and marketing plan for Madurai market as     penetration, including analysis of organizational Strengths, weakness and competition.
· Conduct extensive research to identify optimal markets for new Business expansion. 
· Trained sub agents in the areas like product knowledge, nature of Market trend, proposal development, evaluating competition, Targeting selection and elements of sales calls. 
·  Presented marketing initiative program for corporate sale and Customer meeting. Designed and coordinated special onsite events and incentive. 
· Programs to promote brand awareness and increase sales.
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PROFESSIONAL QUALIFICATION 

M.B.A. Madurai Kamaraj University - 1998-2000 (Regular)

B.A. Bharathidasan University - 1995-1998 (Regular)
         
COMPUTER KNOWLEDGE
           Diploma in Computer Application (DCA) in Ms- Office Packages

           Working Knowledge in Internet 
            Strengths & Achievements

·  Self confident, Result oriented, dynamic and optimistic.
·  Strong Communication and Administrative skills.
·  Ability to interact with staff across all levels in the organisation.
·  Pro-active and quick in finding solutions & Innovative / Creative.
·  Adaptable in new office atmosphere.
·  Participated several Management Programmes.

PERSONAL INFORMATION

            Date of Birth

    :  28.5.1976

Marital Status

    :  Married
            Nationality & Religion        :  Indian & Muslim
     
Hobbies
                           :  Cricket, Social Service Activities

            Languages Known: 
            To Speak

    :  Tamil, English, Arabic, Malayalam & Hindi
 
            To Read & write 
    :  Tamil & English
            DECLARATION

             I hereby declare that above furnished information are true and best of my knowledge.
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