Dandavate Vinay Vishvanath
E-mail
:vinay.dandavate@gmail.com                     Mobile No. :09881722998
OBJECTIVES:
To continue to work in a challenging and fast-paced environment where innovation and excellence is the way of life, where my full potential can be utilized by leveraging my current knowledge. I have good communication and interpersonal skills, good work ethic and the ability to work well in a team or individual environment. With my abilities and skills, I aspire to contribute to my level best for the growth of the organization and self. 
SUMMARY OF SKILLS AND EXPERIENCE:
► TWO YEARS of experience in capacity of Personal Assistant to Dean and Director + Administrator

► More than FIFTEEN YRS of experience in sales and business development in the field Automobile, Education and Finance industry.
► Inborn talent for achieving person’s delight with passion to learn and self-orientation Attitude
Work EXPERIENCE:
Symbiosis International (Deemed University)                                  Employed with Symbiosis School of Economics and Faculty of Humanities and Social Sciences
The Duration: JULY 2018 to TILL DATE
The Position: 
Personal Assistant to Director, Symbiosis School of Economics                                                                             
Personal Assistant to Dean, Faculty of Humanities and Social Sciences

The Responsibilities:
► Acting as a first point of contact: dealing with correspondence and phone calls

►  Managing diaries and organising meetings and appointments, often controlling access    

      to the manager/executive

► Booking and arranging travel, transport and accommodation for Director

► Organising Events, Conferences, Seminars, Workshops, Guest lectures with guidance   

     of Director and support of staff

► Reminding the Director of important tasks and deadlines

► Typing, compiling and preparing reports for presentations and correspondence

► Maintaining personal and official databases and filing systems for Director

► Implementing and maintaining procedures/administrative systems as per directions of 
    Director

► Coordinating  with staff, suppliers and clients and maintain healthy relations
Key skills 

· Discretion and trustworthiness: often be part of confidential information

· Flexibility and adaptability

· Good oral and written communication skills

· Organisational skills and the ability to co-ordinate with anyone
· The ability to be proactive and take the initiative

· Tact and diplomacy

· A knowledge of standard software packages and the ability to learn company-specific software if required.

· Accuracy and Attention to Detail

· Punctuality and reliability
Work EXPERIENCE:
MARUTI SUZUKI INDIA LIMITED

Employed with NEXA PIMPLE SAUDAGAR

The Duration: SEPTEMBER 2016 to JULY 2017

The Position: SENIOR RELATIONSHIP MANAGER
The Responsibilities:
►Supervise, guide, motivate team members and ensure all are working in healthy    Atmosphere which results in delivering good customer service and achieve individual    And team target.
►Managing team of 5 RM’s and allocates the enquiries and achieves the booking targets
►Ensure 100% Test drive and 80% Home Visits to Walk-in enquiries also ensure 75% & 65% Test drive and Home Visits respectively for all source of enquiries 
►Track daily activity plan of RM in morning meeting and review the same in the evening       meeting with the help of DSR and track every enquiry whether proper justification given      to every enquiry
►Help RM's for organizing field activities like Events, Enquiry Generation 
►Inform upper management about the highlighting areas for improvement and those of concern and opportunity 
►Follow and implement all policies and procedures as per requirement of  Organization. Also communicate all new or revised policies, procedures to team members to ensure they have the most up to‐date and current information
►Set up sales plan in order to archive sales target required by the management from       team and work on sales action plan to ensure that the target will be achieved on a       monthly, quarterly and annual basis.
►Make Daily updates of Booking and Retails done, Payment Status of Allotted cars and Schemes given to each customer by team members and Prepare it in the Excel format and mail it to Showroom Manager
Work EXPERIENCE:
MAHINDRA AUTOMOTIVE LIMITED
Employed with SAHYADRI MOTORS
The Duration: DECEMBER 2014 to JUNE 2016 (1.6 yrs)
The Position: PRODUCT INCHARGE (TUV 3OO)
The Responsibilities:
► Supervise, guide, motivate team members and ensure all are there to help each others
     work together which results in delivering good customer service and achieve individual
     and team target.
► Inform upper management about the highlighting areas for improvement and 
    those of concern and opportunity 
► Follow and implement all policies and procedures as per requirement of 
    organization also communicate all new or revised policies, procedures to team
    members to ensure they have the most up‐to‐date and current information.
► Identify need for training by analyzing the weakness of the consultants and submit 
    requests to the management
► Set up sales plan in order to archive sales target required by the management from 
     team and work on sales action plan to ensure that the target will be achieved on a 
    monthly, quarterly and annual basis.
► Divide the targets of Booking& Retail shared by management between consultants
     as per their strengths also maintain detailed records of each team member such
     as (Live Enquiries, Hot A, Test Drives and Performance Report with % of
    Target vs. Achievement for the Month for 100% target achievement
► Assist team members on daily basis in morning meeting by the sharing of
     information and knowledge, identification of teamwork issues, development of
    Problem‐solving recommendations.
► Conduct evening review meetings in the evening before conclude the day 
► Make Daily updates of Contract and Retails done, Payment Status of Allotted cars
     and Schemes given to each customer by team members and Prepare it in the
     Excel format and mail it to Sales Manager and GM. Responsible for profitability from
    TUV 3OO.
Work EXPERIENCE:
HONDA SIEL CARS (I) LIMITED
Employed with DECCAN HONDA
The Duration: SEPTEMBER 2012 to NOVEMBER 2013 (1.2 Yrs)
The Position: TEAM LEADER
The Responsibilities:
► Supervise, guide, motivate team members and ensure all are there to help each others
    work together which results in delivering good customer service and achieve individual
     and team target.
► Ensuring the team is happy so the business can run smoothly and organize
    and delegate their workload as well as monitoring them to make sure it’s done correctly.
► Report the management about the information highlighting areas for improvement and 
     those of concern and opportunity 
► Follow and implement all directives, policies, and procedures as per requirement of 
     organization also communicate all new or revised policies, procedures to team
      members to ensure they have the most up‐to‐date and current information.
► Identify need for training by analyzing the weakness of the consultants and submit 
     requests to the management
► set up sales plan in order to archive sales target required by the management from 
     team and work on sales action plan to ensure that the target will be achieved on a 
     monthly, quarterly and annual basis.
► Divide the targets of Contracts & Retail shared by management between consultants 
      also maintain detailed records of each team member such as (Live Enquiries, Hot A,
     Test Drives given ratio, Performance Report with % of Target vs. Achievement for the
     Month for 100% target achievement
► Assist team members on daily basis in morning meeting by the sharing of
     information and knowledge, identification of teamwork issues, development of
     Problem‐solving recommendations.
► Conduct evening review meetings in the evening before conclude the day 
► Make Daily updates of Contract and Retails done, Payment Status of Allotted cars
     and Schemes given to each customer by team members and Prepare it in the
     Excel format and mail it to Sales Manager and GM.
Work EXPERIENCE:
TOYOTA KIRLOSKAR MOTORS
Employed with SHARAYU TOYOTA,
The Duration: JUNE 2011 to AUGUST 2012 (1.2 Yrs.)
The Position   :   TEAM LEADER. 
The Responsibilities:
► Divide the targets of Booking Retail shared by Sales Manager between S.O.
also give product wise Enquiries to be attended and Test Drives to be given
on weekly basis for 100% target achievement
► Monitoring Sales team for achieving their Booking, Retail targets& their 
Enquiries, Test Drives conversion with daily meeting
► Follow and implement all directives, policies, and procedures as per 
requirement of organization also communicate all new or revised policies, 
procedures to team members to ensure they have the most up‐to‐date and 
current information.
► Daily discussion on previous day’s problem and quires faced by each team 
member in morning meeting and make solution available to overcome that 
quires. Plan of action
 ►   Verify and discuss DSR followed by S.O. and Day Plan prepared by team 
member.
► Conduct evening review meetings in the evening before conclude the day 
► Ensure that each team member feels that their work is valued, appreciated
and meaningful to the success of the Career.  
► Check and analyze weakness of the S.O. and arrange trainings related to 
product and soft skills,   
► Plan for an advertisements, road shows, events, apartment displays for lead 
generation with the help of Sales Manager and Marketing Department. 
 ►   Make Daily updates of Booking and Retails done, and Daily Enquiry
and Test Drive Report in the Excel format and mail it to SM anadem 
  ► Last but not least ensure that all SOP’s are followed up as per TOYOTA WAY
Work EXPERIENCE:
THE PRINCETON REVIEW
Employed with American Test Preparation Company The Princeton Review
The Duration: JANUARY 08 – MAY 11 (3.4 Yrs.)
The Position   :  CENTER MANAGER
Role Objectives
 ► Manage operations at centre
  ► Revenue generation and meet the Targets with the help of provided staff and 
       Marketing team
Critical competencies required
   ► Management Skills for having hygienic atmosphere in organisation 
   ► Confidence level
   ► Mutual Understanding
   ► Communication skills
   ► Team Work
   ► Customer Oriented
   ► Dedicated towards work and for customer delight and many more……
Management and Operations in Centre
   ► To ensure utmost satisfaction of Students in all manners
   ► To train, guide and help all the staff to get that in proper manner
   ►  To ensure centre is properly equipped with adequate manpower, technical aspect,
         reference material and stationary.
   ► Have a meet with students as well as staff at twice a week in order to achieve 
         the above mentioned goal.
   ► To recruit and recommend employees for appraisal, confirmation, promotion. 
   ► To make sure teacher’s as well as classes scheduled etc is maintained properly.
Revenue generation and targets
   ►  In order to meet the revenue target of the month work on numbers and set targets for  
         the reporting staff. 
   ►  To get the work done from all the reporting staff i.e. follow-ups, sales report and DSR
        on daily basis.
   ►  To set the target for business development team with the help of B.D.M. for lead
        generation and help them to tie-up with institutions and corporate.
   ►  To achieve those targets guide them with our knowledge and contacts if necessary.
   ►  To arrange for seminars, road shows and other marketing and brand development 
         events with help of marketing team
Work EXPERIENCE:
HONDA SIEL CARS (I) LIMITED
Employed with Deccan Honda,
The Duration: MAY 2005 to JANUARY 2008 (2.8 Yrs.)
The Position:  SR. SALES CONSULTANT
The Responsibilities:
►   Responsible for handling showroom walk in clients and converting them to our
      customers. 
►
Achieving aggressive sales volume monitoring competitor activities
►
Identification of product segments and opportunities.
►
Create strong brand comparing with the entire product range.
►   Inbound helpdesk for queries on advertisement, road shows and other media for 
      lead generation.
►  Ensuring total customer satisfaction in the customer handling process right form 
      Initial Inquiry to final delivery and post sales service.         
►  Daily updates on dealer Management systems and Sales Management Information 

system.
Work EXPERIENCE:
MARUTI UDYOG LTD.
Employed with Sai Service Ltd. Pune.
  The Duration: MARCH 2004 - APRIL 2005 (1.1 Yrs.)
  The Position:  SALES CONSULTANT
The Responsibilities:
► Responsible for handling showroom walk in clients and converting them to our 
     Customers with maximum penetration of in house finance and insurance.
► Convince customer to have a at least Test Drive
► Handling &execution of Sales &Marketing Activities with the help of seniors.
►  Execution of Auto Finance for the car purchased under Maruti finance in
     association with HDFC BANK, ICICI BANK &MARUTI COUNTRYWIDE 
►  Try best level and close the deal on the spot with the help of seniors if necessary
►  Create strong brand comparing with the entire product range.
►  Daily updates on dealer Management systems and enquiry cards and mail it to 
     Team Leader 
Work EXPERIENCE:
I.C.I.C.I BANK LTD.
Employed with Horizon Pvt. Ltd.the franchisee of India’s reputed banking institution
“ I.C.I.C.I.Bank handling PERSONAL LOAN AND CAR LOAN
       The Duration: AUGUST 2002- FEBRUARY 2004(1.5 Yrs.)
       The Position: TEAM LEADER
 The Responsibilities:
        ►  Monitoring Sales team for achieving their targets &their enquiries& conversion.
        ►  Allocate certain customers area wise to the team members which are rather leads    
            generated form Advertisements, Auto Loan Mela’s, from direct I.C.I.C.I. Bank 
            inquiries. 
        ► Planning & Monitoring Promotion activities to generate enquiries from corporate.
        ► Help the team members for closing the deals whenever they required 
             e.g. by visiting the customers with them and solve the problem with the help of my 
            seniors.
          ● Worked with Parakh Foods Ltd.India’sleading manufacturer of Edible Oil and Foods
             Products Coin SALES DIVISION PUNE having target oriented job profile of selling 
             GEMINI OIL
(APRIL 2001 TO AUGUST 2002)(1.4 Yrs.)
VOCATIONAL TRAINING:
Workshop Attended of Business writing , Do’s and Don’ts in professional Email writing  Duration: 2 Days
Sales satisfaction index training held by (Honda International Training & Educational center) Duration: 3 Days.
Product Training for C and D segment cars conduct by (Honda International Training & Educational Center) Duration:  thrice in a year for two days.
 Personality Development training held by (Honda International training & Educational Center) Under NIS SPARTA. Duration: 2 days.
Academic CREDENTIALS:
Bachelor of Commerce
From Modern College( Pune University ) Passed in 2000 with Second Class
H.S.C.
From Modern College( Maharashtra State Board ) Passed 1994 with Second Class
S.S.C.
From Nutan Marathi Vidyalaya (Maharashtra State Board ) Passed 1992 with First Class
Personal Information :
	Date of Birth :
	18th February 1977

	Present  Address : 

	VISHRAM Banglow, SwastishriHsg.Soc.KarvenagarPune-52

	Languages Known : 

	English , Marathi , Hindi 

	Sex : 



	Male




	Age :



	42 years

	Marital Status


	Married


STRENGTH :
→ Trustworthiness and Honesty

→ Self Motivated and Oriented.
→ Supportive and Good communicator
→ Dedicated and Committed and Ready to learn.

→ Excellent Communication Skills and Quality Focused.

→.Patient and Creative
→ Team Player and Result Oriented.
WEAKNESS :
→ Emotional and Sensitive
→ Fast decision making and Talkative 

→ No time boundaries unless work is satisfactorily done

Hobbies &Interests :
→Playing Cricket , Net surfing, Listening to Music, Making new friends
→  Learning new things. Kaizen the work allocated to me for best result

Declaration :
I here by declare that all the above information is authentic and can be supported by required documents, certificates & testimonials as and when asked for. 
Date  :
Place :







Vinay V. Dandavate.
