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	Summary


· Target Achiever.

· Good team player.

· Excellent Communication Skills.
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	Technical Expertise

	Operating System
	Basic Computers Course from S.I.E.S Institute.

	Basic Cabin Crew Training
	Frankfinn Management Consultants – B Grade

	Virgin Atlantic Application
	Working knowledge of Business Object, SHARES /BABEL.



· Worked for Pvt Ltd, Mumbai as Quality Assurance Leader (QAL) for Virgin Atlantic Airlines from 16.08.2005.

Department: 
Virgin Atlantic Watchlist & Pre Flight Unit (PFU)

· Screening of PNR for Security Reasons.

· Handling Catering, Passenger seating request and Special Meal request for passengers.

Projects undertaken:

· Project done on Six-sigma (Yellow Belt) in improving Accuracy within the team.

· Responsibilities :

· Preparing Weekly, Monthly and Annual reports to management and Virgin Atlantic Clients.

· Staff Rostering for 24*7 processes.

· Preparing and Maintaining Quality related files in compliance with ISO and representing my process for audits.

· Handling Queries from Clients and Airports about the process and give my utmost endeavor’s to solve them.

· Keeping watch on general errors and finding possible solution to eliminate them.

· Worked for Reliance Infostreams Pvt Ltd, Mumbai as Customer Response                  Executive for One and half years.

Specialization: - Billing, Network, R-World and Handsets

Department:
Inbound Operation 

· Handling the Customers Queries & Understanding their concern & solving them.

· Quality monitoring of the Team & giving feed back to the agents for Better Performance.

· Preparing KPI Records Daily Basis, Maintaining the records of calls /production per hours for colleagues.

· IVR Recording for the product in order to facilitate the customers.

· Preparing Daily, Weekly, Monthly productivity & Quality Reports for the Team.

· Giving daily Updates & feedbacks to the agents for better performance.

· Monitoring executives schedule adherence.

· Worked for HSBC Call Centre as Tele-Marketing Executive for the period of 3 months.

· Preparing MIS for the team for the entire day.

· Generating leads and Business Opportunities.

· Handling the Customers Queries.

· Maintaining relations between Management and Customers. 

· Worked for Prodata Systems as Sales Co-ordinator from September 2009 till Feb 2010 in Dubai.

Responsibilities :

· Co-ordinating with Clients

· Handling the Customers Queries.

· Sending Quotations to clients.
· Working for Stream Advertising LLC (Dubai), Accounts Assistant from March 2011 till date.
Responsibilities :
· Co-ordinating with Clients.
· Preparation of Quotations for clients.

· Handling Customers Queries.

· Admin work.
· Payment follow up.
· Followup on Local Purchase order.
· Working as Assistant Accounts. Handling accounts work like – Invoicing, Data entry of suppliers list, Checking Job Orders and comparing with Invoices.
· ID card printing on PVC cards.

· Follow-up with Suppliers.


· Listening Music, Traveling.

· Watching Television and Movies. 


· English

· Hindi

· Kannada

	Personal Details


(The Above Furnished Details are true to the best of my Knowledge)

Education Qualification�
�
Courses/Degree�
Class�
YOP�
University / Board�
�
Bsc (Chemistry)�
Pass�
2003�
S.I.E.S College of Arts, Science and Commerce, Mumbai.�
�
HSC�
Pass�
2000�
Sainath College, Navi Mumbai.�
�
SSC�
Pass�
1998�
Mount Carmel Covent School, Shahabad, Karnataka.�
�
 





Professional Accreditations�
�
 





Language Known (Read, Write and Speak)�
�
 





Hobbies and Strengths �
�
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