ANKITA

SALES COORDINATOR
PROFILE

Name
Ankita B. Nakrani

Birthday
12/09/1995

Relationship
Single

Nationality
Indian

Language
English, Hindi & Gujarati

Gender
Female

Age
28 Yrs

Height
5" Feet 4" Inch

Weight
70kg

EXPERTISE

· Good Communicator

· Active Listening

· Mail Management

· Time Management

· Paying attention to detail

· Multi-tasking

· Product Expertise

· Sales Demoing

EDUCATION & TRAINING

Navjivan Girl's High School

City: - Dahod, State: - Gujarat, Year: - 2010

Qualification: - 10th Class

Navjivan Girl's High School

City: - Dahod, State: - Gujarat, Year: - 2012

Qualification: - 12th Class

Navjivan Science College

City: - Dahod, State: - Gujarat,

Year: - 2013 - 2015

Qualification: - Bachelor of Science in Medical Laboratory Technology (BSc. MLT)

Shree P. M. Patel collage (S.P. university)

City: - Anand, State: - Gujarat,

Year: - 2015 - 2016

Qualification: - PGDMLT
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Ankita-405046@arabianjobseeker.com 
UAE Visit Visa
WORK EXPERIENCES

	2016 -
	Receptionist Cum Cashier

	2019
	Sardar Vallahhhhai Patel Institute of Medical Science and Research

	
	City: - Ahmedabad, Country: - India


RESPONSIBILITIES

Greet and welcomes the patient personally or through the telephone.

Schedules appoitnment between patient and doctors.

Ensure transcribed report are appropriately forwarded in a timely fashion as necessary.

Communicates report status or content to referring physician offices via fax or verbally.

Maintains a daily cashier reconciliation recap; reports any discrepancies to management.

Receives daily mail receipts that have been balanced and stamped for deposit and verifies receipt total.

Maintains log of daily receipts and contractual posted.

Maintains petty cash drawer, log, receipts and balances daily.

	2020 -
	Sales Executive

	2022
	Anjali Jewellers

	
	City: - Ahmedabad, Country: - India


RESPONSIBILITIES

Presenting and selling of products/services using well - mannered communication skills to existing and prospective customers.

Upselling, Cross Selling to the potential customers.

Preparing meeting and training rooms.

Establish, develop and maintain positive business and customer relationships.

Coordinate sales effort with team members and other departments.

Reach out to customer leads through followups.

Handling and resolving customer problems and complaints to maximize satisfaction.

Analysis of the needs of existing/potential customers to meet their requirements.


PERSONAL ATTRIBUTES
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Excellent communication skills (verbal and written) as well as the ability to prioritize and complete multiple tasks.

Able to work with accuracy and attention to detail.

A basic understanding and ability to perform simple tasks in Microsoft Office applications such as Word and Excel.

Able to perform tasks and duties without constant supervision.

Able to work independently and as part of a team.

Abilityto work independently in a dynamic work environment.

Able to adapt and manage to change effectively.

Able to follow directions and meet deadlines.

Understanding of basic production and general manufacturing processes.

DECLARATION

I give my consent for the Company to obtain and verify information from or with any source, as you deem appropriate for the assessment of my employment application.

SIGNATURE

