	Ms. Meenakshi                                                                                                           
E-mail: meenakshi.31172@2freemail.com 
	                                                                                                                                       
[image: image1.png]





I am seeking a rewarding and challenging career in an organization that encourages advancement based on merit and accomplishments and would give the opportunity to apply knowledge and experiences that I have acquired over the years through education and work experience. My determination, sincerity and hard work has rewarded me in the past, and I will continue the same to pursue a challenging position where proven ability will be recognized and appreciated. 
PROFILE AT A GLANCE

· Have 14+ years of experience as Sales Executive, Office Administrator & Customer Support Executive in UAE & India.

· Hold a valid UAE Driving License & own car. 

· Excellent spoken & written communication skills in English. 

· Expert in handling people of diverse nationalities, and renowned for being an excellent team player. 

· Provide secretarial & executive services for MD & managerial staff.

· Plan, direct, supervise and coordinate work activities of subordinates and staff relating to employment, labor & employee relations.
· Process, verify and maintain documentation related to personnel activities such as staffing, recruitment, training , grievances and performance evaluation. 
· Compile and prepare reports and documents pertaining to personnel activities. 

· Coordination with sales executives & PRO for renewals & visa status follow-up.

· Retrieving, reviewing and distribution of mails to all staff and other departments. 

· Handled customer complaints & resolved the issues with ease.

PROFESSIONAL EXPERIENCE IN UAE & INDIA   
1) February 2012 – December 2014

:     M/s. Saudi Cable Company ( UAE) LLC.

Position Held 



:     Sales & Marketing Co-ordinator   

COMPANY 
A leading Power & Telecommunication Cable manufacturing in the region. Established in 1975 in the western city of Jeddah in the Kingdom Of Saudi Arabia, the company produces the complete range of Power cables up to extra high voltages and telecommunication cables of traditional Metallic types as well as Fibre Optic Cables.
JOB PROFILE 
· Co-ordination with Sales team, preparing sales offers, compliance statements and generating new customers.
· Arranging appointments with MEP Consultants.
· Support staff in assigned project based work. 

· Stock update and all necessary works related time to time.
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2)  November 2010 – December 2011            :    M/s. Bridgeway Electromechanical, Dubai, UAE

Position Held                                                   :   Business Development Executive 

COMPANY 
A leading Electromechanical company, UAE based ISO 9001:2008 certified Electromechanical contractor specialized in the execution of commercial, industrial and residential Fire protection, MEP works & undertakes turn-key projects. 

JOB PROFILE 
· Maintaining and developing relationships with customers via meetings, telephone calls and e-mails. Visiting potential customers to prospect for new business.
· Follow-up existing customers, contractors and consultants respectively for new references,  enquiry generation, understanding the customer needs.
· Acting as a contact between a company and identifying the potential clients in the market.. 

· Preparing quotations, reviewing own sales performance, aiming to meet and exceed targets.

3)   July 2002 to October 2010                       :    M/s. Dafoos Fire Protection, Dubai, UAE. 

Position Held                                                   :    Secretary & Administrative Executive   

COMPANY 
A leading Fire Protection Company , UAE based ISO 9001:2008 certified Fire contractor  specialized in designing, trading, contracting and maintenance of fire protection & security systems. 

JOB PROFILE 
· Provide Secretarial and Executive services for MD & managerial staff. 

· Data encoding, in charge of the reception desk from time to time, handling telephone management, attending to customer needs & performing other duties as required by the management. .

· Liase with PRO co-ordination activities, maintains safety standards, policies and procedure in order to comply with laws and regulations
· Support staff in assigned project based work. 

4)   January 2001 to March 2002                       :    M/s. Novatech Software, Nagpur, (Mah) India.  

Position Held                                                        :    Administrative Secretary  

COMPANY 
A  US based International software company, 100 % export oriented company specialized in designing, encoding and preparation of software packages.  

JOB PROFILE 
· Maintaining infrastructure and implementing  IT support at workstations. 

· Establishing and maintaining effective communication , coordination and working relations with company personnel and with management.

· Arranging video conferences, preparation and documentation of minutes of meeting, sales meeting, internal correspondences, memos etc.

· Recording, maintaining  and reporting human resources information effectively. 
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Computer Proficiency 
· Thorough knowledge of ERP & Operating Systems.

· Accounting package like tally and quick books. 
EMPLOYMENT SUMMARY
· Sales & Marketing Co-ordinator , Saudi Cable Co. ( UAE) LLC.  ( From February 2012 till December 2014 ) 

· Business Development Executive, Bridgeway Electromechanical, Dubai, UAE                  ( From November 2010 to December 2011 ) 

· Sales & Administrative  Executive, Dafoos Fire Protection , Dubai, UAE (From July 2002   to October 2010) 
· Administrative Secretary, Novatech Software, India ( From Jan 2001 to March 2002) 
ACADEMIC QUALIFICATIONS 
Post Graduation :
· M. Com from Nagpur University, Maharashtra, India. 

      ( Year 1989- 1991 )
Graduation :
· B. Com from Nagpur University, Maharashtra, India. 

      ( Year 1986- 1989 )


Senior School : 
· H. Sc from Hislop College, Nagpur University, Maharashtra, India. 

      ( Year 1985 – 1986 )


High School :

· S.S.C from St. Joseph’s Convent, Nagpur , Maharashtra, India. 

      ( Year 1984- 1985 )

PERSONAL DETAILS
· Nationality 

:  
Indian
· Marital Status
 
:  
Married
· Visa Status 

:  
Husband’s Sponsorship
· Driving License
:  
Valid UAE License (own car) 
· Languages

:  
English, Hindi
· References 

:  
Available upon request
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