CONTACT

Raman-404205@2freemail.com 

+971 504753686

Available to Join

Immediately

LANGUAGES:

English

Hindi

Punjabi


RAMAN
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Administration  / Client Services

To scale new heights of success with hard work and dedication and leave a mark of excellence on every step and to work for assignments which involve analytical capabilities and professional growth.

WORK EXPERIENCE

CLIENT SERVICE CLERK
2019- Present

HEAVY EQUIPMENT RENTAL COMPANY

Handling all data base of company.

Maintain client & supplier record of sales.

Cheque collection & issuing for supplier and client. Marketing & sales of equipment by visiting different companies.

Getting contracts from company.

Calling and scheduling meeting with company for

corporation.

Generating leads.

Meeting or exceeding sales goals.

Negotiating all contracts with prospective clients. Helping determine pricing schedules for quotes, promotions, and negotiations. Preparing weekly and monthly reports.

Giving sales presentations to a range of prospective clients.

	SR.SALES EXECUTIVE CUM ASST
	2016 - 2018


.ACCOUNTANT

TVS MOTOR COMPANY.

Working as part of a team and supporting the office manager. Responsible for the day-to-day tasks and administrative duties of the office including covering the reception area.

Preparing the salary slips, preparing ledgers, trial balance and balance sheet.

Meeting and greeting clients and visitors to the office. Supervising the work of office juniors and assigning work for them.

Handling incoming / outgoing calls, correspondence and filing

Faxing, printing, photocopying, filing and scanning. Monitoring inventory, office stock and ordering supplies as necessary.

Updating & maintain the holiday, absence and training records of staff.

Responsible for purchase orders.

EXPERTISE

Good comprehensive ability of systems, process and people.

Good team player self-motivated and disciplined. Hardworking

Eager to learn new things and meet new challenges. Creative approach to problem solving.

The capacity to flourish in a competitive environment. Strong ability to deal with the queries and problems and also resolve them.

Good communication skills.

Quick learner.


Maintaining the everyday accounts along with posting ledgers.
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Preparing the salary slips and maintaining the salary accounts of the employers.

Raising of purchase orders and invoice tracking.

Creating and modifying documents using Microsoft Office.

Setting up and coordinating meetings and conferences.

Involvement in social media implementation.

Updating, processing and filing of all documents.

	REGIONAL IN-CHARGE
	2012 - 2014


ADARSH CREDIT CO-OPERATIVE SOCIETY.

Served as coordinator with branches and zonal office/central office.

Daily attendance report of employees from all branches.

Business report on daily basis

Monitoring inventory, office stock and ordering supplies as necessary.

Getting the latest stock according to the trend. Maintaining and updating customer databases; Organizing and attending events such as conferences, seminars, receptions and exhibitions; Sourcing and securing sponsorship.

EDUCATION

	Institute of Fashion Designing
	2011


Masters in Design Management International Institute of fashion Designing

	Institute of Fashion Designing
	2009


B.sc (Fashion Designing) International Institute of fashion Designing India

Reference
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Human Resource, Management, Market Research & IT Consultancy
Web Portal | Public Networking Service| Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
€V Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Gulf Business Offer :
www.Fimcuae.com

enerating Proftabie Loacs by Networking
We can help generate Business Enauiries  We can help you get 5O Certfication
for your company Services & Products. Mansgement Consulting Services
Zero Advance Fees Experts from your Industry avaiable
Pay our commission once you receive your  Consulation on implementing Systems
payments from leads generated by us.  Assistance on Expired Certficates Avaleble
FirstImpression Management Consultancy _First Impression Professional Services
Post ox No 44052, Dubsi Office No 203, shree Bslai Heights, C.G. Rosd

United Arab Emirates. ‘Ahmedabad, Gujarat, India





