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EXPERIENCE
09/2014- Present


Administrative and HR Executive
Tristar, Transport LLC (Dubai)
-Coordinating and supporting among teams/Departments for better performance, in interest of the betterment of the Company
-Assuring the confidentiality of the company by following all the rules, procedures and regulations.
-Resolves problems by clarifying issues, researching and exploring answers and alternative solutions.
-Cross selling additional services by recognizing opportunities to up-sell, explaining new features.
-Preparing Biometrics Report and handing over to the HR team for Payroll -Screening the candidates by conducting telephonic Interviews & personal
Interviews as per requirement Arranging for the Technical Interview & coordinating with concerned.
-Preparing Daily Exit Report and updating the HR regarding the same on Daily Basis
02/2014 - 08/2014
Centre Manager
The Red Lounge{Dubai)
-Overall Branch Operations (Daily Operations, Compliance, Statutory Reporting, Audit and Quality)
-Ensure accurate, timely and efficient analysis of daily, weekly and monthly reports.
04/2010 –11/2013
Customer Service Associate
TATA Consultancy Services(Mumbai)
-Preparing Cheques after verifying the eligibility of the Customer for UK Egg Banking
· Monitoring the sales and guiding Team to achieve Target 
· Manage, Train, and help the development of team members. 
· Ensuring bottom-line achievement. 
· Create an environment oriented to open communications, creative thinking, cohesive team effort and workplace trust, Managing and Handling all Request/Complaints/Queries escalated through different verticals. 
01/2007- 09/2009
Customer Service Advisor
3G Hutchison(Mumbai)
-Ensuring that all the queries and complaints are resolved within TAT Adherence to KYC norms and their strict Compliance.
-Work with the Quality Team, Operation Manager & PM to develop/ Ensuring 100% customer satisfaction.
-Determines requirements by working with customers.
-Sells additional services by recognizing opportunities to up-sell accounts explaining New features
-Resolves problems by clarifying issues; researching and exploring answers And alternative solutions; implementing solutions; escalating unresolved Problems.
-Answers inquiries by clarifying desired information; researching, locating, and providing information.
-Maintains call center database by entering information.
07/2006 – 12/2006
Customer Service Advisor
Wipro (Mumbai)
-Handling Queries of Billing & Resolving for American Express Credit Cards -Managing large amounts of inbound and outbound calls in a timely manner -Following communication “scripts” when handling different topics -Identifying customers’ needs, clarify information, research every issue and providing solutions and/or alternatives.
-Seize opportunities to up sell products when they arise.
-Build sustainable relationships and engage customers by taking the extra Mile.
-Meet personal/team qualitative and quantitative targets.
-Have received Appreciation Letters from Customers for resolving theirs issues regarding the billing
-Have also received 100% attendance Certificate from the Amex.
08/2002 – 09/2012 Freelance English Language trainer/ counselor/ customer Service Advisor
Classic Management Consultants
-Classroom management;
-Planning, preparing and delivering lessons to a range of classes and age Groups.
-Preparing and setting tests, examination papers and exercises; -Marking and providing appropriate feedback on oral and written work;
-Devising, writing and producing new materials, including audio and visual Resources;
-Organizing and getting involved in social and cultural activities such as Sports competitions, school parties, dinners and excursions; -Attending and contributing to training sessions;
-Participating in marketing events for the language school;
-Preparing information for inspection visits and other quality assurance Exercises;
-Freelance teaching on a one-to-one basis;
-Basic administration, such as keeping student registers and attendance Records.
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Skills
Team Player, Adaptability, Collaboration, Strong Work Ethic, Time Management, Critical Thinking, Self Confidence and Self Motivated with good Presence of Mind.
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EDUCATION
01/2012 -03/2014 P.G. in HR & Office Management 07/1997 -05/2000 B.A. (University of Mumbai)
06/1990 -03/1991
12th STD H.S.E Maharashtra Board.
06/1988 -04/1989
Senior Secondary School, Maharashtra Board

PROFESSIONAL QUALIFICATION
	
	

	01/2005 -02/2006
	Diploma in computer application. (Ms.Word, Excel, Power Point, Internet)

	02/2006 -12/2006
	Web Designing



PERSONAL INFORMATION
Full Name: Sameeta
Gender: Female
Date of Birth: 1972-04-05
Nationality: Indian
Marital Status: Married
Language Known:English,Hindi, Marathi
Visa Status: Employment Visa
Yours Faithfully,
Sameeta
