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Maaya Pradeep Singh
Mobile: 9137304804,  Email: maayasingh02@gmail.com
Seeking assignments in Sales & CRM , Marketing in an organization where I can apply my conceptual and analytical skills that help in achieving the goal of the organization.
PROFESSIONAL SYNOPSIS
· A dynamic professional with 14 years of rich experience in Administration, CRM, Sales & Marketing. 
· Experienced professional with 10 years of extensive experience in CRM , Sales & Marketing. 
· Presently serving as  HOD – CRM, Sales & Marketing  at Lakhani Builders Pvt Ltd. Vashi Navi Mumbai. 

· Expertise in determining strategic direction for sales/business development and marketing. 
· A visionary, with expertise in Sales & Marketing function entailing & handling Documentation which is required for Sale Agreement.
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Attended Seminar of RERA and GST. 
· PROFILE SUMMARY

· A result oriented professional with over 10 years of experience in Profit Centre Operations, Sales & Marketing, Business Development, Client Relationship Management and Team Management.

· Adept in attending customer complaints within 24 hours’ time and resolving day-to-day issues for all customers; conducting customer meet at regular intervals and responding to their feedbacks

· Proficient in increasing sales revenues, exceeding targeted goals, developing profitable & productive business relationships and building an extensive client base

· Deft in identifying & developing new streams for revenue growth and maintaining relationships with customers to achieve repeat business

· Track record of managing customer centric operations & ensuring customer satisfaction by achieving delivery & service quality norms

· An effective communicator & negotiator with strong analytical and organizational abilities

CAREER HIGHLIGHTS
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Since Nov. 2011 with Lakhani Builders Pvt. Ltd.  as Manager – Sales & Marketing and CRM
{Real Estate}

Reporting to: Director Marketing and Sales
Reporting from: Back Office customer Relation Team,  Sales Team at  Ulwe, Vashi , Panvel, Khopoli, Lonavala .
Profile: SALES ADMINISTRATION   ( CRM)
· Initiated the In-house Presales center, & CRM Software.

· Looking after the Entire Banking Apf’s Process.

· Rolled out and handled the process of Attractive Schemes for the projects.

· To manage the Customer Relationship (CRM)team and to ensure that the service delivery to customers and prospects is of excellent quality and within predefined SLA’s

· Address a complexity of issues like delayed or defaulted payments requiring immediate attention and resolve them by computing the interests charged and penalties.

· Drive customer feedback process; collate, review and analyze customer feedback, conduct focus group sessions and similar initiatives to gain customer insight

· Update all necessary systems, trackers, and customer history details for seamless data management at all times
· Handling the entire CRM and Presales team 12.
· Monitoring the process of Possession and Society Handover. 

· Providing Training to team on New Govt regulations and policies. 
· Handling all the customer complaints and queries related to documentation, project delayed, refunds, Cancellation, allotments, receipts, & registrations Process.

· Queries Resolving related to the agreement clauses

· Setting Collection on Weekly and Monthly basis based on the construction status of particular project.
· Coordination with Accounts on daily Basis 

· Monitoring the team, on the basis of TAT

· Handle a broad scope of internal processes encompassing the daily management of, billings, collections, reconciliation, general ledger and month-end-closings with a main focus on accounts receivable functions. 
· Keep a track on Follow up for payments and sale agreements.

· Keeping tracks on daily collection status of the project & reporting the same to Directors.
Business Development
· Creates and recommends a sales strategy for achievement of assigned sales targets e.g launch plan for new project
· Coordination with technical team in finalizing the layout plans.
· Forecasting the Sales and Collection (Month wise)

· Keeping Tracks on Sales Inventory (through Sales Force, RQ )
· Giving corporate presentations for bulk bookings

· Creating dealer network for selling residential/commercial units 

· Upgrading the product knowledge in terms of competitors rate, configuration , market trends etc.
· Establishes relationship with JV partner post Development Agreement Stage

· Communicates sales and marketing strategies/ unit price/ pricing model etc. to JV partner

· Getting reporting from Sales Team HO and Site team to ensure booking targets are achieved.
· Review with the Top management to ensure sales and collection targets are achieved.

· Interacts with customers in converting potential leads and negotiates with customers
· Participating in International Property Exhibition. 

MARKETING

· Marketing of Residential & Commercial Projects
· Phase wise budgeting for marketing spends of the project.

· Developing media plan as per budget.

· Negotiating with media houses.

· Coordinating for Stationery Such as Project Brochures,  marketing material Letter heads, Visiting cards etc

· Coordinating for Hoardings, Exhibition Stall , International Property Exhibitions, Web Site , SEO Programme, SMO programme, News paper add etc. 
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Since Jan 2011 till  Nov. 20011 with  Hub Town Ltd (Ackruti City Ltd) as Sr. Executive - Sales & Marketing
Worked with Rare Townships Pvt. Ltd. ( J.V. of Four  renowned Builders Ackruti City Ltd, Marathon Builders, Rajesh Builders and Everest Developers)   

Upcoming residential  and Commercial properties at Ghatkopar East  (128 Acres – 13 Towers 24 storied )since Jan 2011 till Nov 2011.)
Reporting to: G.M. – Sales & Marketing. 
Profile: Business Development

· Handling telephonic enquires as well as walk-in enquiries. Giving proper details about the site, and project. Handling daily routine customer enquiries / queries and work related to customers bookings.

· Documentation / Back office

1)Creation of customers, generation of lease line, entering rate card in Oracle  

2)Making entries of cheques received from customers & issuing receipts for the same                                                                                                               3)Filing of customer documents, receipts etc.                                                              

4) Preparing all documents to be given to customer after booking ( Customer guideline, Holding receipt, Demand letters, issuing loan documents. etc.                                                                                                                 5) issuing NOC after the agreement gets registered on the basis of sanction letter submitted by the customer in the format given by the bank.

· Agreement

1) Getting the Franking done for stamp duty, Verifying the clients details entered in agreements with clients, preparing 2 sets of Agreements, Sending the documents for further processing after signing of client & Authorized signatory.                                                                                                           

2) Follow up with consultant for getting the Agreement registered.

Managing Sales

1) Explanation of product details, showing the sample flat and other amenities , Establishing good rapport  with both institutional and non institutional brokers and HFIs etc.                                                                                                
2)  Implement the sales target for allocated project/s                                    
3) To track project specific milestone with various departments of company                                                                                                                   4) To pivot front &  back office sales function ( to drive collection, misc. issues related to customers.
· Customer Relations

1)Track customer complaints regarding service tax, vat, stamp duty and registration etc. and  resolving the same. , assisting them for housing loans. Establish relations with brokers and housing loan institutes etc. Making possession process flawless in terms of inspection with engineers & customers.
· Reports & MIS
1) Keeping track of walk-ins, deal in process, Site work progress status, collection, booking, cancelation , transfers etc.                                                     

2) Keeping tracks on daily collection status of the project & reporting the same to GM- Sales & Marketing

· Knowledge update

1) Upgrading the product knowledge in terms of competitors rate, configuration , market trends etc.
Achievements:-

· Successfully achieved Monthly team sales target of 128 Booking .Pre Launch
· Successfully achieved Monthly team target of Rs.15 crore from space selling.
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Since  April 2009 till Dec 2010 with Runwal Constructions Pvt. Ltd Sr. Executive – Sales & Marketing Back Office.
Reporting to: A.V.P. – Sales & Marketing. 

Job Profile:  

· Independently handling two project at Thane ‘ RUNWAL PEARL’  (Behind R-Mall Thane) and Runwal Estate Ph II. 

· Handling walk-in inquiries for Chembur property

· Handling All Back Office work.

· Coordinating with Sales Executive at site for bookings, walk-ins and telephonic enquiries.

· Achieving monthly target , getting payments in time by sending Demand Notes from time to time.

· Maintaining weekly, Monthly MIS Report.

· Preparing the Sale agreement and getting it stamped and Registered by coordinating with the client and the consultant who does the registration.

· Coordination with Different Banks for Home loans.

·  Participated in MCHI Exhibition ( BKC, Thane, R-City ) 
Achievements:-

· Best Informative Stall award at  Property  Exhibition MCHI Thane  for the year 2009  held at Thane Manpada 
· 2nd Best  Stall award at  Property  Exhibition MCHI Thane  for the year 2010  held at Thane 
· Successfully achieved Monthly team target of Rs.2.5crore from space selling.
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Since Dec 2007 till March 2009 with Metro Junction Mall Kalyan ( An initiative of West Pioneer Properties India Pvt. Ltd.) as Leasing Executive.
Job Profile:  

· Foot Fall analysis to facilitate the preparation and execution of marketing activities.

· Revenue collection on time and necessary follow up. 
· Co-ordinating for Fit out work with Brands.

· Co-ordinating with Brokers for follow up on security deposit & fit outs of their Brands.
· Coordinating with leasing Heads to follow up on lease out the mall with appropriate brands; Healthy relation with the leading brands exists in the market.  

· More revenue generation by finding out space and adding kiosks and brandings.

Reporting to: V.P. Leasing and Mall Operations, G.M. Mall 
Since Jan. 2006 till Oct. 2007  with Avalon Global  (Dadar) as Executive Assistant
Reporting to: Director. 

Since Sep . 2000  till Sep. 2004  with Seagull Equipments (Shipping Company)- Chembur  as Executive Assistant
Reporting to: Managing Director 

ACADEMIC CREDENTIALS

· M.B.A. Marketing (Part Time) from St. Peters University Chennai

· Graduation {B.Com} May -2000 Mumbai University, from VES Educations - 1st Class
· H.S.C  May 1996-1997 State Board, from Swami Vivekanand Jr. College Sindhi Society Chembur -1st Class
· S.S.C. 1994-1995 State Board, From Swami Vivekanand School Sindhi Society Chembur –Distinction
IT CREDENTIALS 
· Two years diploma course in computer management, A financial package by Tata consultancy.
· Well versed with in Microsoft Office 2007; Microsoft Works; Internet Explorer, Internet Tools. 
· Microsoft Excel, Word, Power Point.
· Knowledge of Far vision ERP, Oracle
PERSONAL TRAITS:

· Goal Oriented

· Dynamic & Hardworking 

· Good in Team Work

· Good in Inter personal relationship and communications.
PERSONAL VITAE
Husband Name
:  Mr. Pradeep S. Singh
Date of Birth

:  2nd August 1979
Address

:  B-19, Maha ganpathi Krupa CHS LTD, Plot no. 19,20,21, Sector 20, Nerul 
Languages Known
:  English ,Hindi, Marathi
Marital Status

:  Married

REFERENCE

Available on request. 
DECLARATION

I declare that the information and facts stated above are true and correct to the best of my knowledge and belief.









       

Signature
  Place :  Mumbai









( Mrs. Maaya Singh)
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