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Detail-oriented and results-driven Sales Coordinator with 6 years of
experience in managing sales operations and supporting sales teams.
Adept at maintaining customer relationships, organizing sales activities,
tracking orders, and ensuring timely delivery of services. Excellent
communicator with strong organizational skills and a passion for
achieving sales targets.

Created and managed comprehensive quotations for potential and
existing clients, ensuring each proposal was tailored to the client's
specific needs, product requirements, and budget.
Collaborated with the sales team to determine pricing, product
options, and terms that aligned with both client expectations and
company policies.
Ensured accuracy and timeliness in delivering quotations, addressing
any changes in customer requirements, product availability, or pricing
adjustments.
Processed and tracked quotations from initial inquiry to final approval,
ensuring smooth transitions between sales, procurement, and delivery
teams.
Worked closely with management to align quotations with the
company’s overall sales strategy and pricing guidelines.
Provided detailed explanations of product features, benefits, and
costs to clients through the quotation process, ensuring transparency
and trust.
Utilized internal systems and tools to generate professional, clear, and
competitive quotations, tracking their status and follow-ups.
Negotiated pricing and payment terms with clients as needed to close
sales while maintaining profitability for the company.
Maintained a high level of customer service, addressing any queries or
concerns related to quotations, product details, or delivery timelines.
Ensured that all quotations were consistent with market conditions,
offering timely adjustments or discounts based on the client’s profile
and purchase volume.
Provide administrative support to the sales team, ensuring smooth
operations and timely follow-ups with clients.
Coordinate sales schedules and meetings, handling logistics for
events, presentations, and customer visits.
Monitor and track orders, ensuring they are processed and delivered
on time.
Maintain up-to-date customer databases, handling inquiries, and
resolving any issues or concerns.
Assist in managing customer accounts, ensuring high satisfaction
levels and repeat business.
Ensure inventory and product availability to meet customer demand.

 U.A.E Driving License

PROFESSINOL SUMMARY

KEY SKILLS

Sales Support & Coordination
Order Processing &
Management
Customer Relationship
Management (CRM)
Sales Reporting & Data
Analysis
Scheduling & Event
Coordination
Communication &
Negotiation
Time Management
Problem-Solving
Proficient in MS Office Suite,
Salesforce, and other CRM
tools
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PERSONAL INF
Nationality : Indian
DOB : 13 MAR 1994
Passport No : C6785269
Marital Status : Unmarried
Religion : Islam
Visa Status :Employment Visa

Microsoft Office
Al Ameen Software
Focus ERP

EXPERIENCE

English 
Hindi 
Arabic (Intermediate)

LANGUAGES

ADDITIONAL INFORMATION

Available to travel [if
applicable].
Willing to work flexible hours
to meet sales targets and
deadlines.

Sales Assistant
Millia Cosmetics LLC, Sharjah
(2017–2020)

Responsibilities:
Assisted customers in selecting products, providing product
knowledge and recommendations to meet their needs.
Processed sales transactions and ensured the accuracy of
payments and invoices.
Supported the sales team in achieving sales targets by actively
participating in upselling and cross-selling initiatives.
Handled customer complaints, returns, and exchanges, ensuring
positive customer experiences.
Assisted in preparing and maintaining sales reports, tracking
daily sales, and monitoring stock levels.
Collaborated with the logistics and supply chain teams to ensure
timely delivery of products to customers.
Helped in the implementation of sales strategies, ensuring that
targets and deadlines were met consistently.
Assisted with inventory management, including stock counting,
stock organization, and product labeling.
Provided feedback to management regarding customer
preferences and market trends to support future product
development.

Coordinated daily sales operations, ensuring smooth communication
between the sales team, customers, and management.
Managed and processed customer orders, ensuring timely delivery
and product availability.
Maintained and updated client databases and sales records, ensuring
accuracy and completeness.
Monitored inventory levels and collaborated with the procurement
team to ensure stock availability and prevent shortages.
Provided excellent customer service by handling inquiries, resolving
complaints, and ensuring customer satisfaction.

Responsibilities:

Sales Coordinator
Millia Cosmetics LLC, Sharjah
(2020–2023)

References available upon request. 
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