Satish Rajput
Phone: +91- 7814295030
E-Mail: rajputsatish18@gmail.com
               
Sales Specialist
Location Preference: Any
PROFILE SUMMARY
· [bookmark: _GoBack]A result-oriented professional with nearly 5 years of experience in Administration/Executive Assistant /Branch Manger / Faculty / Sales Manager.
· Skills in handling special projects that includes Process Improvement drives and cost reduction. 
· Proficient in Travel Management/Procurement/Managing Calender/Team Admin Responsibilities/Event Management
· Effective communicator with strong inter-personal, negotiation and people management skills

CORE COMPETENCIES 

· Procurement
· Coordinate with Schools heads  Principals & Cordinators .
· Creating and managing all events and seminars in Schools  Institutes & Malls.
· Maintaining a database of the students and Schools Prncipals Directors and Heads.

· Team Admin Responsibilities
· Maintaining the Database of a team of 20+ employees
· Employee Data		-      Workstation Mapping
· Attrition Details		-       Stationery Requisitions
· Inventory of PCs/Laptops	-       Fixed Assets Inventory
· New Joinees Onboarding	-        ShareDrive/Eroom Maintenance
· Space Data                                    -         Letter Drafting
· Conceptualize and manage Team Building Activities for the team

· 
· Other Responsibilities
· Handling the office of the Director as and when required.
· Facilitated the Day 1 Induction sessions for New Joinees on behalf of HR.
· Assisting the HR Team with various Internal Team related projects.
· Supported events for social cause within the organization 

WORK EXPERIENCE 


Oct’2015- Jan ’2017					               Mahendras Education Pvt Ltd, Amritsar.
MATHS Faculity & Branch Manager

						    














· Responsibilties 

· Asset Management, Stationary Management, Vendor Management
· Travel Arrangements, Cafeteria Management 
· Billings, Maintaining Petty Cash
· Maintaining Records in Registers & Filing
· To make dispatch papers and make PIs
· Provide access/ I Card and Business cards to new Joinees
· Arranging meetings and Conferences
·  Letter Drafting

· Coordinate with HR Dept.- Assisting in recruitment, to maintain leave record, Background checking etc


Feb’2017- till date 	                                        Whizrobo Pvt Ltd.
Business  Manager 

Responsibilties

 Developing and building a lead generation plan, meeting or exceeding monthly or annual targets. 
 Participating fully in training sessions, meetings, skill building and professional development classes.
  Identifying decision makers amongst the inbound/outbound leads in order to start sales process. 
 Cooperating with Accounts manager and Sales Supervisor to determine essential strategic approaches for sales. 
 Maintaining and expanding the database of prospects of the organization. 
 Outbound and inbound account management and sales. 
 Supporting the reseller communication channel throughout the sales interval. 
 Attending sales group meetings concerning sales targets or forecasts, reporting on market situation. 
 Handling cancellations or changes in sales order and communicating the changes with the related departments. 
 Coordinating with customer service for status on orders from related plant departments in ensuring the delivery commitment to clients is met. 
 Collating and consolidating report on monthly sales performance per sales personnel, per product, per region.  or office, and per industry. 
 Emphasizing service or product features and benefits, discussing credit terms, quoting prices, and preparing sales order reports or forms. 
 Creating and delivering qualified chances to Accounts Managers where allowed. 
 Capturing of accurate and complete information in Customer Relationship Management

Skills and Specifications 

 Able to work in fast-paced, self-directed entrepreneurial environment. 
 Exceptional verbal and written communication skills. 
 Highly proficient level computer skills including Ms Word, PowerPoint, Excel and Outlook. 
 Excellent telephone sales personality skills.  Should be expert in CRM software solutions. 
 Prominent organization and presentation skills. 
 Excellent time management skills. 
 Highly energetic and self-starter. 
 Decision-making, problem resolution and creative thinking skills. 
 Able to multi-task the activities with shifting priorities. 
 Should be honest, assertive and systematic.


Academic Qualification 

· Passed MFC with 60% from Punjab University (Chandigarh) in 2014.
· Aggregate 62 % in B.Com in 2012.
· Passed B.Com-3rd year from Punjab University (Chandigarh) in 2012.
· Passed B.Com-2nd year from Panjab University (Chandigarh) in 2011.
· Passed B.Com-1st year from Panjab University (Chandigarh) in 2010.
· Passed 12th (Commerce) with 66 % from P.S.E.B in 2009
· Passed 10th with 78% from P.S.E.B in 2007

PROFESSIONAL QUALIFICATION
· Basic knowledge of Computer & Tally.

IT SKILLS
Business Packages			MSOffice/ Excel/Powerpoint

PERSONAL DETAILS

Date of Birth:			17th November, 1991
Address: 			H.No: 305-d, Railway Colony NO 8 Near Sham Nagar Ludhiana Punjab.


