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E-mail: ketha.363501@2freemail.com 
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Profile Summary
To obtain a challenging position and implement the acquired skills
· knowledge which add value to department goals and ultimately organizational growths and objectives. I am committed and reliable, with a natural determination and persistence to achieve goals.
Qualification
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Strengths
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Well-rounded Administrative Support Experience Well versed with MS Applications.

Outstanding Client Relations & Customer Service Comfortable in multi-cultural work environment Performs Efficiently Under Work Pressure Excellent Coordination & Communication Skills Performance Driven & Strong Team Leader High Sense of Commitment & Responsibility Adaptable to Dynamic Business Scenario

Bachelor of Technology (Computer Science & Engineering.) – Sri Aditya Engineering College Surampalem, Andhra Pradesh India
Higher Secondary Certification – Narayana junior college, Andhra Pradesh – India
Secondary Certification – Carmel Convent Higher Secondary School-Madhya Pradesh.
Progressive Career Snapshot

1. Company Name: DelAni Holdings Limited Jebel Ali, Techno Park.
	Job Title: Sales Coordinator
	March 2016-till present

	Role and Responsibilities:
	

	
	
	


· QUOTATIONS / INQUIRIES
·   Assisting Salesman to send the quotations through fax /scan.
· Giving the details of the availability of the materials to the salesman and customer whenever
· they need through phone and mail.
2. PURCHASE ORDER AND PROFORMA INVOICES
·   Preparing LPO & receiving LPO’s from customers.
·   Checking price & making SALES ORDER.
·   Sending PROFORMA INVOICES for customer purpose.
3. ACCOUNTS-Arranging payment collections / sending invoices to customers.
·   Calling and mailing customers for payments and sending reports every week.
·   Preparing Letter of credits and arranging couriers for payment collections. 
· Preparing receipt vouchers and sending to customers.
4. MAINTAINING FILES - MTC, COURIERS, and CREDIT FORMS.
5. DELIVERIES
·   Co-ordinate with suppliers for collection/delivery of material.
  Co-ordinate with customers for delivery date, delivery status, location and drives details.
6. INVOICES - Sending invoices to the customer for all the delivered materials.
· Co-ordinate with the customers if invoices received or not.

2. Company name: Edgen Murray FZE, Jebel Ali Dubai, UAE
Job Title: Sales Assistant
From: June 2015-March2016

Role and Responsibilities:
· Preparing quote for the buying or bidding inquiry.
· Following the quote after submission of offer.
· Ensuring the accurate execution of the received orders.
· Assisting in monitoring performance of approved supplier.
· Regular updating Customer and Supplier data base
· Procuring material from Local and International supplier if required
· Responding to customer queries & requirements in absence of the Market Manager.
· Assisting in generating & forwarding material purchase inquiries to approved supplier.
· Assisting in analyzing & negotiating offers & finalizing the best purchase in terms of price, quality, & delivery.
· Maintaining a quality relationship with the customers and suppliers
· Ensure smooth flow of operation.
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 3. Company name: Sharjah Carbon Factory, UAE
Job Title: Worked as “Sales Coordinator” [Part Time job].
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 Recording sales and order information and sending copies to the sales office, or entering figures into a computer system.
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 Preparing reports by collecting, analyzing, and summarizing information.
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 Checking the quantities of goods on display and in stock.
[image: image5.jpg]


 Reviewing sales performance.
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 Negotiating contracts.
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 3. Company name: Godavari Logistics India Pvt. Limited.
Job Title: Worked as a “Logistic Coordinator” in Godavari Logistics Private Limited
Rajahmundry, Andhra Pradesh from August 2014 to Feb 2015.
Surface/Inland/Road Transport Company .We are here in Rajahmundry Andhra Pradesh (India) the paradise of paper Industries Creating new environment in-transport Industries as pioneering ,new way in approach and finding solution both way of costumers.
Logistic and Operation Skills:
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 Preparation of invoice and tracking, list. Checking details on bill of lading
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 Follow up with Transport Company.
[image: image10.jpg]


 Internal Coordination between stores and sales
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 Department. Handling custom clearance jobs
Very well aware of delivery items


Key Skills:

	Office Skills:
	
	
	Office Management
	Spreadsheets/Reports
	Front Desk

	Records Management
	Event Management
	Executive Support
	Database Administration

	Calendaring
	
	Travel Coordination
	Receptionist
	
	

	Computer skills:
	MS Word
	MS Outlook
	Mozilla Thunderbird

	
	
	MS Excel
	Microsoft Windows XP (Server 2003, 2008)

	
	
	MS PowerPoint
	MS Office 2003, 2007, 2010
	



[image: image12.jpg]


 Computer Languages: C, Java, VB.Net, C#, and Tally
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 Personal Skills:
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 Ability to work closely with other professionals as a part of a team.
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 Strong influencing and communications skills.


Ability to pick up new skills and knowledge quickly.
· Can function in a fast -paced environment.
·   Positive ‘can do ‘attitude towards work.
· Able to work quickly & competently on tasks
Project
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 Student marks and profile analysis:-
The “student marks and profile analysis system using androi d” is to verify the marks of student and details by parents, faculty and student in the android mobile
Achievements

Certified in ETHICAL HACKING EXPERT a national level workshop organized by TECHFEST (IIT BOMBAY) in association with TECH DEFENCE.
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 Successfully organized a technical fest on APRIL 21st 2012 in our college VEDA 2k12, which is recognized as the biggest success in history of our college’s line of fests.
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 Participate in “EDVANTAGE YAPPON 2013” India’s largest Youth Hackthon conducted in our collage.
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 Volunteer in Health campus associated in my college.
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 Won 1st prize in painting competition.
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 Certified in FIRE FIGHTING training and Kevin Mitnick Security Awareness Training.
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	Date of Birth
	: 24th July 1991.

	Father’s Name
	: Ketha Narayan Rao

	Nationality
	: Indian

	Hobbies and Interests
	: Drawing and painting, Listening music, gardening

	Languages Known
	: English, Hindi, Marathi, and Telugu.

	
	

	
	

	
	

	
	

	Date of expiry
	: 23rd Nov, 2024

	Visa Status
	: Employment Visa

	
	

	Declaration:
	


I hereby declare that the information furnished above is true to the best of my knowledge and I am also confident of my ability to work in a team.
Place  : Dubai
Date
:
Ketha.
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