  Shamir Shaikh
    6734 – 39 Ave
            Edmonton, Alberta 

           Phone: 780-628-2980
           Cell   :  780-996-2871




                shamirshaikh@gmail.com
SKILLS:
· In last Job, I was promoted from part time sales associate to Sr. Technology Consultant to Business Support Manager (3 promotion in 2 years). 
· Over 10 years of experience in sales and customer service. 

· Results and detailed oriented, meticulous and take initiative. 

· MS Word/Excel/ PowerPoint /Access, Outlook Express, Email Server. 

RELEVANT WORK EXPERIENCE:
Inside Sales / Service Coordinator / Order Desk 

                                   Sept 2017 – Present
Emerson Control Management / Fisher Controls
Responsibilities:

· Dealing with day to day repair. Create work order for all kind of Control Valves received at the unit. Create repair job pack in system (Oracle based SAP) based on packing slip which include company name, type of valve, serial card and blue print and pass along to tech to evaluate and estimate.  
· Make quotation based on finding from Technician and send it to customer. Follow up on quote and once PO received source parts from supplier with good turnaround time and economical. 

· Advise customer is unit is not worth economical to repair and refer them to engineer who can help them to quote new assemblies based on their current needs.
· Issued PO to supplier for needed part and create job pack for parts coming that needed further processing which include welding / cutting / grinding / trimming / coating / painting / testing.
· Upon receipt of part advise technician to start building the unit. Once job is complete which include test (Hydro Test and Seat Leak Test). Arrange shipment of order as advise by customer make custom document if going overseas (NAFTA) and make invoice for final shipment.
· Dealing with New assemblies’ orders (All kind of Valves). On new assembly quoting phase is done by engineers in USA. I get job pack and parts list with serial card which contain list of parts need to build this order. 

· Source part based as per serial card from supplier from all over the world issue PO to supplier which less good lead time and economical on price. Do job pack based on parts needed, print blue prints and serial card pass along to shop manager which then assign to technician.

· Advise customer if there is going to be delayed on order based on parts coming from overseas that got delayed, custom delayed, shipment errors etc. If upset customer, then source part from local dealer with high price and advise manager of the situation.
· Follow up after shipment regarding on time delivery, shipment error, invoicing issue. 

· Supplying CMTR (Certified Mills Test Report), Hydro Test Report, Leak Test Report and compliance report on all repairs and new assembly’s orders. 

· Provide On-Site support to customer. send Field Technician to customer site to inspect / test and repair for the valve that cannot to dismantle / removed.
Customer Service Repr / Inside Sales

    
                                            Jul 2014 – Aug 2017

Scott Pump Service.
Responsibilities:

· Preparation of quotes for all kind of inquiry including new project, pumps, parts, service repair and procurement.

· Establishing new sales and repair accounts by providing exceptional customer service to walk-in and call-in clients.

· Upsell or cross-sell all kinds of product and services to customer where appropriate.
· Close contact to vendors like Lincoln, Graco, Hannah, Wiggins, Blackmer pumps, Donaldson, Enviro slip, Fill-rite pumps, Parker, Ingersoll Rand, Scully etc. to determine product availability, application, price, shipping dates.
· Evaluate and seek new product opportunities, new customer opportunities with forward credit application for first time buyer to setup an account.  

· Create work orders for all pumps received for repair and pass it to technician who then evaluate and let me parts needed. prepares quote based on service and parts require and advise the client. 
· After sales follow up to make sure customer is satisfied with our service.

· Make purchase requisition for purchaser to get part for specific manufacturer and advise customer for ETA on these parts.
· Share product and customer knowledge with subordinates and within the company where potential opportunities exist.
· Maintain a record of phone conversations in a note book.

Technical Inside Sales
                                                    
    

         Apr 2012 - Jun 2014
C-Tech Oil well / Pro-Rod Designing.
Responsibilities:

· Helping client with all kinds of parts related questions.

· Prepare quote and follow up on purchase orders, after getting purchase order make sales order, order parts, arrange shipping upon arrival of parts.

· Dealing with both local and international client with their requirement of different part and then make arrangement of shipping, creating commercial invoice, Custom documents like B13A, NAFTA and after call support.

· Selling all kind of parts used in Oil & Gas industries which include all kind of hydraulics, fittings, motor, pump, chains, filters, engines, Valves, Cutting Tools, Pneumatic and Electric valve, Seals, O-rings, Filters, Lubrications etc.
· Creating waybill as per client’s requirement, arranging for shipment and making sure that goods are packed as per standard procedure and email to client commercial invoice, waybill and custom document to enable him to clear custom.

· Submit all required document to Accounting dept for Invoicing the Client.

Order Desk / Inside Sales

   
    

                                   Apr 2010 - Mar 2012
Pinacle Stainless Steel Inc.  Edmonton, Alberta.

Responsibilities:

· Selling all kinds stainless steel pipes to existing and new customer which include industrial, construction, plumbing, oil sectors and all small and big business, this pipe are in different types, size, shape, diameter and quality.
· Selling all kinds of Flanges that include Blind face, Socket welded, Weld Neck, Seamless and threaded, they have different size and quality
· Selling all kind of fittings that include different size of nuts, washer and all kinds of tube fittings.

· Follow-up with client after delivery of an order.
· Regular meeting with sales manager about forecasted sales. 

· Inform sales manager if there is shortage of any item and follow-up with vendor to arrange the earliest shipment date. 

Business Support Manager



       
                                  Jun 2008 – Mar 2010
Staples Edmonton, Alberta.

Responsibilities:

· Assigning duties to staff and doing daily payroll.

· Handling customer inquiry, question and concern and solving them to best of my ability.

· Looking after monthly sales and structure allocated hours to all employees.
· Handling daily paper work related to Petty Cash, Inventory, Bank Deposit etc. 

· Directed workflow, supervised and trained to my staff in whole store.

· Taking care of 3 departments as Copy, Cash and all office supply Aisles.
· Regular meeting with staff and setting goals and target of all staff in different department.

· Managed front office function to support GM, $M, DM and staff of 55 employees.

EDUCATION:
 

IFIC (Investment fund in Canada)




            2008 (September)

Microsoft Certified Systems Engineer




1999

GCET. College of Technology. India
Bachelor’s degree in Commerce





1993-1996

South Gujarat University. India
 
Higher Diploma in Software Engineering




1993-1996

Aptech Computer Education, India
TECHNICAL SKILLS
	WEB
	Dream weaver, Flash, Photo Shop, HTML, ISP

	Operating System
	MS windows, Apple IOS, Unix.

	Software
	MS Office (Word, Excel, Power point, Outlook), SharePoint, Sage ERP (Acc Pac), Oracle, VB, Acrobat Reader/Write, Citrix.


 
REFERENCE:

AVAILABLE UPON REQUEST[image: image1.png]



