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Objective: To secure a position with a well-established organization with a stable environment that will lead to a lasting relationship
 Work History
June 2013 till present, Aircheck

Duties include

· Listening to American radio and monitoring ads
November 2012 till May 2013, Madhavi Desai Consulting, Mumbai, Assistant Advisor

Duties include

· Conducting research about various courses available in universities across the world
· Creating and maintaining database about educational programs
· Maintaining students database
· Assisting students to apply for programs to various universities
· Assisting students to acquire visas for further studies

· Liasioning by phone, e-mail with students, & overseas institutions.
September 2010 till September 2012, 3 Global Services, Mumbai, Customer Relations Advisor

Duties include

· Receiving and making international calls 

· Providing solutions to customer issues relating to mobile services 

· Capturing accurate and relevant data regarding customer issues 

· Registering customer complaints

· Updating database 

· Handling calls within targets 

· Maintaining and achieving call targets 

· Achieving quality targets
· Team support for two hours on a daily basis (off calls)

· Monitoring calls

· Giving feedbacks on the monitored calls to the respective advisors

From October 2008 till June 2010, Firstsource Solutions Ltd., Mumbai, India, Customer Service Advisor (Semi – tech).
Duties include- Customer Servicer Advisor
· Receiving and making international calls 

· Providing solutions to customer issues relating to Broadband services, which could be as simple as providing the username and password to helping the customer setup the router for a wired or wireless connection.
· Capturing accurate and relevant data regarding customer issues 

· Registering customer complaints

· Updating database 

· Handling calls within targets 

· Maintaining and achieving call targets 

· Achieving quality targets 

· Monitoring calls for quality purposes

January 2001 to Oct 2008

Worked as an Office Administrator for the family business. Also worked as a freelancer on the internet during the same period. 
From October 1999 to November 2000 and from June 1997 to May 1999. 

. 

Academic Counsellor, NIIT, Mumbai and Jamnagar respectively.

      Following were my Key Duties 
· Handling enquiries and counselling prospective students  

· Maintaining student database – I was responsible for the maintenance of the student records, i.e. from the moment the student registered till he/she completed the course and passed out from the institute
· Managing the front office 

· Planning and organizing exhibitions 

· Handling office correspondence 

· Managing accounts 

· Served as team support for formulating marketing strategies 

· Training new staff members

Education:  
· Diploma in Human Resource Development & Management from Xavier’s Institute of Management, Mumbai 

· Honours Diploma in Software Technology & Systems Management from NIIT, Jamnagar

· B.A from SNDT Women’s University, Mumbai

Software Exposure:

BMC Remedy, PeopleSoft, CRM, Win XP; Win Vista, Win 7

Personal Traits
· Goal Oriented 

· Hardworking & Self Motivated
· Detail oriented & thorough 

· Equally Good in Team Work & Working Alone 

· Good in Inter personal relationship and communications 

