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Cover Letter

To Whom It May Concern,

I am a professional and have a variety of skills sets that a senior sales and customer service representative, Recruitment, should possess in addition to these skills the combination of my experience and formal education together with my networking and strong multilingual skills have assisted me to perform very well in my previous and current position. I work well within a team and yet can work independently, of which I have a proven track record. My experience is that with my diverse background of cultures I tend to blend in quickly with different types of teams and people.


I would be glad to discuss my application at your convenience and can provide references on request.



Best regards,

Negar Ashrafpour 





























	

CORE COMPETENCIES

	· Recruitment – CV selection & data base, interview scheduling and coordination with candidates
· Sales Management
· Working with Key decision makers          
· Team Building, Training & Motivation
· Building professional relationship that last    
	· Customer Service and Satisfaction 
· Proactive Sales Planning
· Penetrating new markets and territories   
· Persuasive Communications/Negational  
· Presentations that close sales
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REGAL Health I Client Engagement Coordinator- Project Management/Administration February 2024 – Current 

· Reinforce Regal’s values where the care and dignity of the Consumer is paramount. 
· Maintain relationships and communication with the Consumer and/ or their Authorised representative.
· Manage the HCP dashboard, focusing on DVA Consumers and their HCP status, generating HCP leads and private services leads. 
· Maintain knowledge and confidence in explaining Regals services inclusive of government funding, 
· Support the Aged Care Team with growth initiatives, assist with new programs and development of new services. 
· Complete Consumer surveys monthly, document and collate the outcomes and present the findings to the Executive Manager Operations for review. 
· Project management as required, to investigate, plan and execute new initiatives. 
· Email Marketing in collaboration with the Executive Manager Aged Care. 
· Meet with key stakeholders such as GP’s and hospitals to explain and advertise Regals services as required. 
· Support the Executive Manager Aged Care with the Consumer Advisory Body meetings and minutes. 
· Lead a safe work culture, finding opportunities to share safety moments and ensuring team members always keep their own and others’ safety and wellbeing at front of mind.
· Increase the number of Consumers receiving Home Care Package, Private and DVA services and resultant revenue.
· Optimal systems utilisation. 
· Positive feedback from Key Stakeholders.
· Successful execution of project plans with positive outcomes.

REGAL Health I Support Worker October 2023 -  February  2024
· Assisting clients with general household tasks such as vacuuming, mopping, ironing, cleaning the bathroom & kitchen, changing beds and washing 
· Transporting clients to appointments and shopping 
· Assisting with meal preparation 
· Providing Social Support or Respite for family/carers 
· Assisting with Personal care including assistance with showering and dressing 

  KYOCERA Document Solutions I Lead Generation (Sales Consultant) I  August 2018 – Dec 2018       
· Head hunting for new clients and arranging for meetings for Business Development Managers
· Making outbound telephone calls and liaising with customers to understand their document solution needs and purchasing cycle / process
· promoting the range if Kyocera products to customers
· Qualifying sales lead information and making appointments for sales people
· Entering lead / customer contact information into CRM
· Assisting the sales team to maintain the accuracy of the CRM
· Ensuring all activities are carried out in accordance with Kyocera’s QMS (Quality Management System) and EMS (Environmental Management System).
· Ensure to take reasonable care of your own health and safety in accordance with Kyocera’s Work, Health and Safety Management system
· Ensuring all activities are carried out in accordance with Kyocera’s QMS (Quality Management items),ISMS (Information Security Management System). and EMS (Environmental Management System)

Disarp         DISARP Global Hygiene Solutions I Business Development Manager I Sept 2017 – April 2018    
· Delivered personal attention to customers to ensure high quality customer service and satisfaction, to generate repeat clientele, and to encourage word of mouth referrals
· Demonstrating ability to interact and co-operate with customers and team members
· Enthusiastically represented the company by professionally greeting the visitors
· Developed rapport with customers and fostered cordial atmosphere, successfully anticipated customer needs
· To keep a track on customers requirement
· Monitoring and keeping a track on replenishing store inventory and store requirements
· To complete the administrative formalities 
· Theatrical & practical demonstrating Diversey Care product line
· Training & coaching the customers of Housekeeping, Floor care, Kitchen   
           
                   Diversey Gulf FZE I Sales Executive, Key Account Manager I 2016 – Sept 2017	
· Delivered personal attention to customers to ensure high quality customer service and satisfaction, to generate repeat clientele, and to encourage word of mouth referrals
· Demonstrating ability to interact and co-operate with customers and team members
· Enthusiastically represented the company by professionally greeting the visitors
· Developed rapport with customers and fostered cordial atmosphere, successfully anticipated customer needs
· To keep a track on customers requirement
· Monitoring and keeping a track on replenishing store inventory and store requirements
· To complete the administrative formalities 
· Theatrical & practical demonstrating Diversey Care product line
· Training & coaching the customers of Housekeeping, Floor care, Kitchen, Taski product lines and as well conducting audits through intercompany programs

       ir –    Diversey Gulf FZE I Administration Assistant & Supporting HR I October  2014 – Sept 2016                  
· Hosting and Hospitality - Welcome people/visitors to Sealed Air/Reception & assist as needed, attend to and set up catering (tea/coffee/food) for meetings as required, monitor the events calendar and room bookings and organize room bookings as needed in conjunction with the concerned manager
· Communications - Attend to phone calls & forward as necessary, screen telemarketing calls; attend to general email enquiries and pass to relevant departments, forward all snail mails to the concerned employees.
· Administration - General photocopying and filing; ordering of office stationery and supplies,
· Process the incoming and outgoing daily mail (both snail and electronic mail); preparing LPO from time to time for Travel Requisition, Car Lease Order, and any other if required; organizing hotel booking for all incoming guests; arranging travel request for all outgoing employees for Business Travel and Annual Vacation travel
· Recruitment – CV selection & data base, interview scheduling and coordination with candidates. 
· Rental, benefits, (Handbook & Policies, Forms); collaboration with other BU for corporate orientation
· Administration & PRO Activities for JAFZA - End to end new employee Residence Visa Processing
full employee visa renewals, all other JAFZA administration, monthly reporting, employee letters, medical insurance, handling uniform requisition, facility management & other Adhoc activities
· EHS Regional Reporting - Incident reporting submission on time; sustainability data monthly report, track the employee engagement on all EHS Training`s ; THW monthly tracking
· Process Flow, Forms & Organizational Charts - 3 different versions of Manual MENA; lead organizational charts, responsible for producing SOP Manual
	





              
                Azadea Group Massimo Dutti I Sales executive I  July, 2013 - 2014 

· Greeting and assisting customers, presenting and explaining use and care of products; recommending, selecting and helping customers to try on or fit merchandise 
· Answering phone calls and reporting merchandise or service problems to higher levels of management
· Make proposals to upper management that will increase sales and keep track of the entire inventory
· Ticket, arrange and maintain the proper display of goods to promote the sale and ensure that they comply with the quality standards 
· Maintain knowledge of current sale and promotions and meet assigned sales targets in the given period of time

              Man To Man I  MIT (Manager In Training) I August, 2011 – October, 2013                                                                       
· Coordination of tasks and processes with other colleagues and associates;
· Control, management, analysis and reporting on activities and results of operation
· Recruiting, training and supervising junior staff and delegating work as required

EDUCATION	

Carlingford High School (HSC year 12) 
Completed 2002
Age Care Worker (Certificate III, 2007) 
First Aid Current 2023
Manual Handling

	

