                                                      SYED MOHAMMAD AAMER
                                                          Mobile: 09675267389
                                           E- mail: syedmohammedaamer@gmail.com
A Challenging Career that will offer me an opportunity to enable continuous growth, advancement ability to work in teams by marked contribution to the organization. An environment that encourages dynamism and teamwork.

                                                    Organizational Experience

                                               MASS CREATIONS- Customer care
                                                ( Nov 2018 – Till Now)      
· Managing incoming calls and customer service inquiries.
· Generating sales leads that develop into new customers.
· Identifying and assessing customers’ needs to achieve satisfaction.
· Communicate with internal and external parties on matters related to administration / office management activities.

· Develop an in-depth understanding of our current car inventory and use that knowledge to encourage customers to make a purchase.
· Work with our marketing team to grow our customer base.
· Assist in setting up the sales lot or the showroom floor for promotions and to put new models on display.
· Work with the Finance Manager to develop sales agreements that benefit the company as well as the customer.
· Collaborate with our Sales Manager to offer attractive deals on used vehicles to interested customers.
A.W. Infratech
                                                         (July 2013 – Sep 2018)         

Key Responsibilities:

· Manage computerize records for all business plans and budgets.

· Preparation of monthly Performance Status Reports to Senior Management
· Ensure data integrity is maintained and all business processes are automated.

· Generate, maintain, analyze & present daily/ weekly/ monthly Sales, Quality and Client Service reports of TSS Product. 
· Create MIS/ Dashboard report and present it to the concern Department.
· Provide technical support to agents in case of software problems.

· Review history of current reporting used analyze for time utilization, consistency and accuracy.
· Convert data into information and perform documentation for the same.

· Make company performance reports and analyze them from company prospect.
· Monitor implementation of MIS processes and evaluate their effectiveness.
· Mapping of Data to provide trend analysis and make notes regarding consistency in performance and information collected.
· Day-to-Day Analysis of MIS Reports.
· Provide administrative support to the Company’s Senior Management

· Responsible for requisition and maintenance of office equipment including furniture and fixture, telephone system, keys etc.

· Communicate with internal and external parties on matters related to administration / office management activities.

                                                        Academia

· Diploma in Civil Engineering From Teerthanker Mahaveer University, Moradabad,2013 

· Class 12th from CBSE, K.C.M. School, Moradabad in 2009. 

· Class 10th from CBSE, K.C.M. School, Moradabad in 2007. 
                                                       IT Skills

Well versed in MS-office, Outlook, Auto-CAD, DTP Applications.
                                                   Personal Vitae

Date of Birth   


: 15 Jan 1991.

Permanent Address

: 149/F-16, Guyyan Bagh, Moradabad-244001
Present Address


: Street 5A, Zakir Nagar, Okhla, New Delhi-110025
References: Available on requirement. 
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PLACE:

                                                                                                         (Syed Mohammad Aamer)

