SUNIL KUMAR
Mob # 8860528949
Email ID: sk736215@gmail.com
M/S – Alcon Meditech Pvt. Ltd
 (Since July, 2015)

Sales Coordinator
Order Processing - In charge of the local India customer's order processing.

Preparing Invoices in ERP Software 

Coordination with distributors & customers
Follow-up with distributors for sales reports
Assistance in preparing report for local management & other sales related jobs

Preparing quotations 
Sending quotation to the clients 

Take the orders from the Sales Department.
Maintain sales orders MIS sheet in Ms-Excel

Preparing Performa Invoices in ERP Software 
Tracking of dispatch delivery

Regular follow up for the pending payments
Coordination to the account department 

Responding to incoming email and phone Inquiries.

Follow up for the Performance Certificate / Customer Feedback. 

Maintenance of product cataloging, distribution, and record keeping 

M/S – V Care Medical System Pvt. Ltd
 (Sept, 2013 to July, 2015) 

Sales Support
Sales Coordination with Regional Sales Team Coordination with Production Team

Supply Chain Team Daily Sales Tracking and Making MIS Reports

Preparing Quotations.

Preparing Invoices in ERP Software 

Coordination to the dispatch department

Follow-up for the payments

Preparing presentation in PowerPoint.
Coordination to the account department 
Follow up on guest invites sent

Sending confirmation and reminder emails to the confirmed attendees

Reminder calls on the morning of the event
Managing registration end to end on the day of the event

Assist to the preparing tenders.

Sending tender EMD preparing request to account department. 

Follow-up for the recovering EMD amount

Maintenance of product cataloging, distribution, and record keeping 

M/S – Triumph Interior Pvt. Ltd
 (Aug, 2012 to Sept, 2013) 

Office Coordinator
Preparing Sales Order Input in ERP 
Report to Track Dispatch Details in SAP (ZSD39)

Dispatch Details Report in SAP (ZSD42)

Sales Order wise Invoice Analysis in SAP (ZSD34)

Pending Open Sales Orders in SAP (Y_OPEN_ORD)

Stock Overview in SAP (MMBE)

Sales Analyses Report in SAP (MCSI)

Accounts Receivable Ageing Report in SAP (ZSD18)

Customer Account Statement in SAP (ZFI39)

Cheque Due Report in SAP (ZCHQ_DUE)

Display Sales Order Report in SAP (VA03)

Display Billing Document in SAP (VF03)

Credit Limit Extend Overview in SAP (F.31)

Maintenance of product cataloging, distribution, and record keeping 

Preparing quotations 
Coordination to the account department 
Maintaining Customer database

Handling Billing & Sales records
Presentation & Interact with different vendors in PowerPoint.

Computer Skill


MS-Word, Excel, PowerPoint, Ms-Access, SAP, ERP, Outlook Express, Internet.


Educational Qualifications 

 Passed 10 from C.B.S.E. Board in 2005
 Passed 12 from C.B.S.E. Board in 2007
 B.Com Graduate from Rajendra College in 2010
 Diploma in Sales & Marketing from IBME in 2011
One year computer Diploma from C.C.T. in 2012
Personal Details
Name



: SUNIL KUMAR
Contact No. 


: 8860528949
Date of Birth


: 14-07-1989
Age



: 30 years

Address


: A-39, Garhi, East of Kailash, New Delhi 110065
Marital Status


: Single
Language Known

: English, Hindi 
Current Salary   

: 22,000/- (P.M.)

Date:
Place: New Delhi 

(SUNIL KUMAR)
