

Cover letter


Date: 01-02-2022
Place: Vempalli

To

The HR Manager

Dear Respected Sir,

Please allow me to show my interest in your organization. This is P. Aravinda Reddy S/0 P. Ankal Reddy, Present I am working at Shreeja Mahila Milk producer Company Limited As a Business Development Associate at Vempalli-town (Kadapa Dis India). I have over 11 years of experience in retail Sales (jewellery & luggage) After sales Service, HR & Dairy divisions.		
I have gone through your company website with great interest & enthusiasm as my Skills, Experience & qualification matches your organization requirements. If any suitable opportunity, will fall based on my experience & education, kindly gives me an opportunity to have an interview with you. I am willing to work at any location if the job demands.

Experience Summary-Total experience: 11 Years
	
As a Sales Executive at Retail store khazana jewellery PVT LTD (Three years IN HYDERABAD)
As a Service assistant at GRANDSTORES LLC, DUBAI, UAE (7 and half years)
Experienced Function: Retail sales & After-sales service operation.
As a HR executive at VISWAM SECURITY SERVICES -PULIVENDULA KADAPA (6months)
As a Business Development Associate at Shreeja Mahila Milk Producer Company Limited (Present Working)
 		
Qualification: MBA & PG DIPLOMA IN PMIR (Personnel Management & Industrial Relation).
 
I am willing to relocate & look for a long-term association with your esteemed organization.
	
Thank you in advance for taking time to consider my resume & I look forward to Hearing from you.

Kindly refer to the Enclosed Resume.

Yours Sincerely
P. Aravinda Reddy.

RESUME

Mr.  Aravinda Reddy. P                                                                                  
Email: aravindareddypalavali@gmail.com                       
                                                                                                                Cell    : +91 9866474906							
									

CAREER OBJECTIVE:   
To work in a dynamic and challenging environment where I can utilize my skills and harness with my potential to work towards the organization as well as personal growth.
Qualification:
· Post Graduation in M.B.A under S.V. University (2007 to 2009) at Priyadarshine P.G., Center in Nellore.
· P.G. Diploma in Personnel Management & Industrial Relations from Andhra Pradesh productive council-Hyderabad. (2009 to 2010).
Career Time Line:
Present Job 
Job Title	:   Business Development Associate 
Date Of joining: 21-Sep-2021
Reporting to 	:  Assistant Manager/Area Sales Manager
Company	: Shreeja Mahila Milk producer company Limited.

Responsibilities: 
· Responsible for achieving business objectives in the designated sales area while following the sales processes. 
· Plans, executes and reports on the sales activities in the assigned sales area.
· Identify, plan and develop new customers in line with business development plans/ targets. 
· Identifies business opportunities and tries to resolve existing and potential customer’s problems. 
· Maintaining Good coordination between company & distributor.
· Maintaining Good Communication & coordination with consumers & retain a strong consumer base.
· To conduct various market/consumer campaigns such as BTL, HOUSE TO HOUSE in order to promote brand products in assigned sales area.
· Plan market wise and distributor/agent wise POS requirement (material wise) and co-ordinate with the marketing department for execution.
· Identify gaps in the existing markets and develop distribution network.
Past Work Experience:
Job Title	:   HR Executive
Date Of joining: 20-March-2021, till 18-Sep-2021
Reporting to 	:  Operational Manager
Company	: Viswam Security Service – Pulivendula, Kadapa (Dis)

Responsibilities: 
· Assist with day to day operations of the HR functions and duties 
· Compile and update employee records month wise (hard and soft copies) 
· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training,)
· Preparing HR compliance documents site wise & submission at site (site visiting or courier)
· Deal with employee requests regarding human resources issues, rules, and regulations 
· Process PF & ESIC for new joiners
· Arranging Courier & Attending Phone Calls.
· Coordinate communication with site in charge to get month attendance sheets 
· Coordinate communication with operational manager & Accountant.
· Visiting client sites 

Past Work experience: 
I Have a seven and half years of experience as a service assistant in  GRANDSTORES LLC., DUBAI U.A.E. (2013 to 2020)
Job Title	:   Service assistant.
Date of join	: 24-april-2013 till 30-June-2020
Job Role	: Operating Luggage after sales service procedures in Retail Samsonite      Showrooms & for lulu hypermarkets, supermarkets & Carrefour.
Section	: Luggage Department.
Brand	:  Samsonite, American Tourister.
Reporting to 	:  Brand Manager/Department Manger.
Company	: Grand stores L.L.C., Dubai, U.A.E.  WWW.GRANDSTORES.COM (Retail Chain /Distributor & After Sales Service).
		
Responsibilities: 
· Core function: coordinate with supplier, retail sales team, service technician, logistic department & warehouse team.
· Consistently deliver pleasant & quality customer service to gain customer loyalty in aligning with brand warranty/service policy. 
· Generating purchase orders (PO IN ORACLE) for spare parts, receiving parts in system & aligning with audit department to control spare inventory in warehouse.
· Monitoring over all luggage after sales service policy & procedures in retail showrooms. 
· Physically checking the products & Evaluating  the product damage as per Samsonite warranty service policy 
· Conducting regular spare parts counting cycle of the inventory at hand in service center.
· Determining the cause of the product damage, Ensure Prompt assessment as per global warranty standards, Right direction & follow up for quick solution. 
· Monthly Preparing warranty replacement claim report & getting claim against inventory defective items.
· Issuing the customer replacement item through Move order issue.
· Closely monitoring both service center, i.e technician leaves, quality of repair, technician tools & space adjustment in service center.
· Escalating serious technical disputes to Samsonite & getting re-solved in-time.
· Sharing customer feedback to Samsonite in terms of quality (fabric stitching, zipper coil & leather layer)
Past work experience:
I had three years of experience in Retail jewellery store as a sales executive at Khazana Jewellery Pvt. Ltd. Hyderabad, India. (2010 TO 2013).  www.khazanajewellery.com
Responsibilities:

· Keep good attention on Merchandise, responsible for allotted inventory & take care of articles
· Displayed the merchandise as per the store & counter plan.
· Providing the best customer service, updating them with new arrivals.
· Take product orders from customer & examine condition of product such as finishing & appearance.
· Control the shrinkage of stock in the counter.
· Sending weekly stock requirement order, receiving articles in system, & cross checking article weight as per GTN.
· Actively participating in meetings organized by the showroom manger.
· Updating product knowledge, competitor analysis.

Strengths:	

· Adaptable to new challenges.
· Healthy and well disciplined Life-style.
· Dedication & honest towards work.
Personal information:
Address		: SYDAPURAM (V) THONDUR (M), KADAPA (DIS), PIN CODE: 516421, 
A.P., INDIA.
Marital status		: Married.	
Gender		: Male
Passport 		: K 6422425 
Nationality 		: Indian 
Height			: 178cm.
Blood Group		: B+ 
Driving License	: AP30420210032582 INDIA & 2079259 UAE,  
D.O.B.			: 05-JULY-1987.
Age			: 35
Languages Known	: Telugu, English & Hindi. 

              I hereby declare that the above furnished information is true correct to the best of my Knowledge. 

                                                                                                                 Warm Regards

                                                                                                           ARAVINDA REDDY.P
