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SALEEM 
Saleem.380391@2freemail.com 

Mobile: Whatsapp +971504753686 / +919979971283

OBJECTIVE

Seeking a position as Business Development Executive / Administration & Operations services in a reputed organization where my extensive experience will be further developed and utilized. I aim to reach my full potential and further my growth with your team that will factor in the firm’s advancement.
PROFILE SUMMARY
· Experienced in Business Development & Administration and having 13+ years of exposure to operations with reputed organizations in UAE & India.
· Qualified with a Bachelor of Science Degree & proficient in MS Office Suite and common Internet application.

· A confident persuasive team player with an ability to communicate effectively across diverse cultures to achieve exceptional business performance.

· Proven contributions in the areas of Business & administrative area, team leadership;

· Consistently maintain excellent relations with clients and make sure the organization’s reputation is maintained at all times.
· High-level ability to prioritize, plan and organize workflow to tight timeframes, handle multiple tasks, and be flexible with changing priorities.
· A passion for excellence and a commitment to quality.
· Self-motivated and highly organized individual, works under minimum supervision.

· Can work under pressure & meet deadlines.

· Capable of working both individually and as part of a team.
· Ideas to retain customers (Customer Retention)
EMPLOYMENT HISTORY
Administrator & Logistics control, Elmech Electromechanical Works LLC Dubai, UAE (Jan 2015 onwards)

· Managed relationship and contacts between the company and the Suppliers / Clients / Vendors.
· Ensured that all the contract documents are in place prior to the signing of Contracts / POs / Agreements and ensured that all projects are completed per contract stipulations.
· Conducted negotiations regarding quality, quantity and costs before the finalization of contracts and procedures.

· Maintained contact with client from initial planning through completion of the project.
· Carry out demographic surveys to identify potential customers.
· Carry out quality reviews and checks to ensure project operations are in line with industry best practices.
· Documented established project goals and communicate them to the project team.

· Fill in for project managers by managing daily operations in their absence

· Conducted Recruitment interviews and ensured efficient communication in the organization.

· Create and support client retention strategies for existing customer base and for new customers.

· Attended seminars and conferences to improve on existing job knowledge.
Operation Manager (Sales & Office Administration), Alfa Enterprises (Coca cola franchise), Mangalore, Coorg District - India (Jan 2011 – Dec 2014)

· Develop and maintain strong business partnerships with major key accounts.

· Preparation of weekly/monthly sales related reports on individual salesman performance, monitoring daily sales.
· Communicate with customers on a regular basis, to update on order status or any other pending matters and coordinate with Purchase Department to assist purchase priority list for the management, and liaise with purchase department on any special requirement of the customer.

· Manage product image & undertook direct as well as telemarketing.

· Coordinated with clients & the organization and acted as good will ambassador.

· Process sales orders accurately & timely.

· Prepare & submit MIS Reports to Management on sales activities.

· Responsible for after sales activities, ensured that the customer service is at its best.

· Ensure that each customer’s needs are met, with the goal of increasing sales.

· Maintaining the highest standards of appearance and personal hygiene in compliance with the company guidelines, policy and dress code.

· Follow up on regular basis for commitments made for delivery.

· Preparation of Quotation, price negotiations and follow- ups for closing Deals.

· Look after the general administration of the company
Guest Relation Officer, Abu Dhabi Health and Fitness Club, Abudhabi, UAE (Jan 2007 – Nov 2010)

· Meets and greet all guests upon visit & escort VIP guests and explain the facilities.
· Maintains regular contacts with the guests. 

· Obtains guest feedback If complaints, takes immediate actions to remedy solutions.

· Records daily activities and complaints in the guest relations logbook and informs the respective department heads for immediate actions. 

· Assists guests utilizing the facilities. Involve in product promotions.

· Attends to all the secretarial needs of guests after the opening hours of the Fitness Centre. 

· Ensures that all the facilities are available to the guests. Ensures that, whenever possible, guests receive personal recognition.

· Inspects amenities in good order & maintains an active presence in the Center to greet and assist incoming guests.

· Give courtesy calls and complete the call log for Performance Monitor daily. 

· Handles guest complaints immediately and follows up thoroughly.

Sales Coordinator, Al Amwaj Artificial Foam & Furniture Factory, Sharjah, UAE (Nov 2003 – Jan 2007)

· Identifies business opportunities by identifying prospects and evaluating their position in the industry; researching and analyzing sales options

· Establishing contact and developing relationships with prospects; recommending solutions.

· Maintains relationships with clients by providing support, information, and guidance; researching and recommending new opportunities; recommending profit and service improvements.

· Prepares reports by collecting, analyzing, and summarizing information.

· Maintains quality service by establishing and enforcing organization standards.

· Contributes to team effort by accomplishing related results as needed.
EDUCATION & COMPUTER SKILLS


B.Sc. in Computer Science, Indian Institute of Management and Engineering Studies. Bangalore, INDIA. 
ECRM: Electronic Customer Relationship Management course, Call Center College, Church street Bangalore, INDIA.
Higher Diploma in Software Engineering – APTECH, Madikeri, INDIA.

Computer Skills

· Proficient in MS Office Package User i.e. PowerPoint, Word & Excel.

· ERP System 

PERSONAL PROFILE



Nationality          : Indian

Date of Birth       : 12.06.1977

Status                : Married

Driving License    : Valid UAE Driving License

Languages          : English, Arabic, Urdu, Hindi & Malayalam

Visa Status          : Employment Visa
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