CURRICULUM VITAE – SALES / WAREHOUSE/ ADMINISTRATION EXECUTIVE 
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KRISHNA 
Email: Krishna.383228@2freemail.com 
Place / Date of birth
:
Haripad / 25.05.1965
Gender
:
Male

Marital Status / Total dependents 
: 
Married / 3 (wife & 2 children)
Nationality
:
Indian

OBJECTIVE

· To seek a challenging & rewarding career in a professional organisation inspired by Corporate Vision and Excellence.

· To contribute consistently towards the accomplishment of goals of the company, where my experience, knowledge and skills would be tested & proved so as to emerge as a valuable asset to the company.

PROFILE
· Fluent in Microsoft Windows, Microsoft Word, Excel.
· Knowledge of data entry and file updating
· Experienced in system operational training, collections and customer service.

· Fluent in Letter drafting and filing correspondence.

· Good in achieving sales target by consistent effort.
· Indoor/outdoor sales experience in Dubai for almost 6 years and have a strong clientele

Educational Qualifications: 
	Degree
	Institution 
	Year of Completion 

	B.com
	Osmania University
	1987


Professional/Technical Qualifications: 

	Course
	Institution 
	Year of Completion 

	Typewriting, English 

Junior, 30 WPM 

(present speed : 60 wpm)

Shorthand, English 

Intermediate, 80 wpm
	KGTE
	1983

	 Diploma in Personal Secretary Course
One month Basic course of MS Office, Email, Internet 
	 Davar’s College with Grade A Certificate 
Aptech Computer Education
	1999
2006


Languages Known: 
	READ
	WRITE
	SPEAK

	English
	English
	English

	Hindi
	Hindi
	Hindi

	Malayalam
	Malayalam
	Malayalam

	-----
	-----
	Tamil

	Marathi
	-----
	Marathi

	------
	-----
	Little Arabic


Professional Experience:   
	Employer 
	Designation & Duration 
	Job Profile 

	M/s.  VARIATH VEETEL TRADING CO LLC DUBAI

	Sales 
21/11/2017 till date 
	( Marketing for new customers, supply and delivery to existing customers, banking activities etc

	M/S. V R GLOBAL INDUSTRIES FZE
	Sales Representative
10/05/2016 to 11/11/2017
	( Marketing and getting new customers, taking care of execution of purchase order, delivery, and payment collection and maintaining good relationship with customers.

	M/s. AL SALAMI TRADING ESTABLISHMENT 
Location: Al Quds Street, Opp. Airport Terminal 2, Dubai, UAE.
	Sales Executive  

29/11/2014 to 20/10/2015
	( Getting orders for supply, installation and maintenance of Security related products like CCTV, Access Control/Time Attendance System, Gate Barrier, etc. 


	M/s. METLIFE 

A reputed American Life Insurance Co.

Location: Al karama, Dubai, UAE.
	Life Insurance Sales Agent 

04/10/2012 to 20/11/2014
	( Sale of Insurance products of the company.

This includes Life Insurance, Health and Accidental insurance and Group Medical Cards to various organizations

	M/s. TECHNICAL PARTS COMPANY (TPC) FZE, a BHATIA BROTHERS Group of Companies

Location: Jebel Ali Free Zone, Dubai, UAE.


	Secretary to General Manager (OIL & GAS Division)

22/02/2011 to 30/09/2012


	( Giving Secretarial assistance to the General Manager

(  Maintaining the important files like Cash flow, Principal/PQ, Budget, CRM entries for Enquiry/Offer/order/Daily Visit Reports.

( Handling issues related to transportation/administrative issues. Assisting sales personnel regarding pending collection, billings, follow up etc with internal/external depts. / Customers. Co-ordination of issues with HRM, Accounts, Legal/personnel/Offices/branches/showroom of the Company.

( Arrangement of tickets, visas and hotel bookings as per requirement.

	M/s. DUBAI NATIONAL SAW MILL LLC (DNSM), a EMIRATES TRADING AGENCY (ETA) Group of Companies

Location: Jebel Ali Industrial Area No.1, Dubai, UAE.
	Secretary to Director

09/10/2008 to 30/12/2010
	( All secretarial works, preparing MIS reports, co-ordinating with branches, follow-ups, HR activities - issuance of appointment letters, confirmation, promotion, relieving letters, termination etc. & basic admin activities
( Preparation of letters, emails, offers, statements, Assisting Marketing Executives to prepare Daily Reports, Monthly Sales Negotiation Report, preparing & maintaining Purchase Orders with Principals, etc. 

( Taking Minutes, taking care of Director’s travel itinerary, visa arrangements for guests, guest house / hotel bookings and all other works as and when instructed by Director.

	M/s. NATIONAL ORGANIC CHEMICAL INDS. LTD. (NOCIL)- RCD, a Mafatlal Group of Companies

Location : VASHI (NAVI Mumbai)
	Secretary to Vice President – Sales & Administration

29/04/1995 TO 08/10/2008


	( Direct Reporting to VP- Sales & Administration

( Taking dictation, typing, filing, faxing and all assistances to Dept. Supervisors of the Warehouse and Engg. Stores. 

( Preparation of Invoices and distribution, Certificate of Quality by collecting parameters from QC Dept., preparation of all finished goods dispatch documents and releasing after loading and unloading activities, waste/scrap loading activities, receiving engineering Related goods from the suppliers and making MRA (Material Receiving Advice), issue of the same against Material Requisition from user departments and obtaining signatures from the authorised signatories. This Company is an ISO certified organisation having ISO 9001, 14000 and 18000 certification and work as per their rules.  Hence, I was preparing the audit related documentation, controlling in a systematic way as per ISO rules. 

	M/s. GARWARE NYLONS LTD., a GARWARE GROUP of Companies.

Location ; Mumbai
	Steno-Secretary to General Manager – Marketing

1983 to 1995
	( Taking dictation, typing, filing, faxing and telephone operating.


Personal Strengths:

· Comprehensive problem solving abilities

· Team Player

· Willingness to learn
Driving Licence: Holder of Valid UAE Driving Licence (LMV-Automatic) issued in May 2012 – Place of Issue: Dubai. 
Declaration:

      I hereby declare that the above written particulars are true to the best of my knowledge and belief.
