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Objective:
· Coordinating the sales team by managing schedules, filing important documents and communicating relevant information. Ensuring the adequacy ofsales-related equipment or material. Responding to complaints from customers and give after-sales support when requested. 
Academic Qualifications:
· Bachelour of Arts from Kurukshetra University, Kurukshetra.

· 12th with Non-medical from Kurukshetra affiliated to H.B.S.E.
· 10th from Kurukshetra affiliated to H.B.S.E.

Computer Literacy:
· Good Knowledge of Windows operating system, 
· Microsoft Office applications package.
· Typing speed in English (25 wpm).
Career Profile:

· Passionate yet organized sales team-worker with Eight years’ experience in sales office department. Acquired key skill sets and established sales work values as follows:
· Active learner and effective communicator – Practices good judgment and discretion while working closely with sales managers, firm’s internal departments and customers.

· Outstanding communication skills – Ability to convince while maintaining professionalism.

· Multi-task effectively – Prioritize independently and meet tight deadlines at all costs.

· Equally efficient off and on site.

· Proficiency in computers – Proficient in PowerPoint, Excel and Word.
Strengths:
· Highly achievement oriented with an ability to develop effective strategies.    

· Ability to understanding of business strategy planning and implementation

· Ability to  perform under pressure and competitive situations.
Work Experience :
· Working  in Greendot Health Foods Pvt. Ltd., Faridabad as a Senior Operations Officer.

     Duration : January 2020 to Present.
· Worked  in Avon Agro Industries Pvt. Ltd., Delhi as a Manager – Sales (Coordination & Administration).

     Duration : August 2018 to January 2020.
· Worked  in DRB Foods Pvt. Ltd., Delhi as a Sales Administrator.

     Duration : March 2017 to June 2018.
· Worked in Dunar Foods Ltd., Karnal as a Sales Co-ordinator.

Duration : January 2012 to February 2017.
Responsibilities:
· MIS reports to the management..   

· Preparing Sales Order in ERP.9
· Handling the Domestic and Export Dispatches from start to finish.

· Supporting the field sales team.

· Managing stock in warehouse.
· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Monitoring data management to keep accurate product, contract, pricing and invoicing information.
· Working closely with suppliers and customers to improve operations and reduce cost.

· Providing accurate routing information to ensure that delivery times and locations are coordinated.

· Coordinate with the sales department and distributors for the order process and payments.
· Completing the administrative needs of the Sales Department.

· Ensure the safe receipt, storage, retrieval and timely dispatch of goods.
· Coordinate with Dispatch and Production Department for Export Dispatch as well. 

· Coordinate with Forwarder for reduce the rates and arrange the Dispatch Schedule
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