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Profile: Qualified and experienced with proven work experience. Expertise in handling Administration, Customer Service, Cashiering and Clerical Support. An independent worker with ability to work in a pressurized work environment and effectively prioritize job responsibilities.
Personality: Dynamic, motivated dedicated team player, who possess excellent communication, interpersonal, analytical, client convincing, problem solving, supervision and computer skills.

Education: Bachelor of Commerce (B.com)

Hyderabad, Andhra Pradesh, India.

Professional Experiences:
1) Previously worked for Textiles LLC,Dubai from July,2013 to Dec 2013
Job Profile:

· Reporting to the Managing Director.

· Cash receipts & payment.

· Cheques receipts and deposit.

· Preparing daily, monthly & yearly reports.

· Follow up credit clients collections.

· Handling telephone calls.

· Handling walk-in and telephonic queries.

· Reconcile with Daily Sales Reports and Payments.
2) Senior Executive: Fortune FORD Automobiles India Private Limited, from
         02nd February, 2013 till 25th June, 2013.

3)Office Administrator:  Mahindra Motors (Automotive Private Ltd), Jeedimetla, 
    Hyderabad-India. From 01.12.2006 till January, 2013.
4)Cashier-cum Accounts Assistant: Worked for Tarakarama chits& Finance Pvt
     Ltd,Hyderabad-India from 01.04.2004 to 30.11.2006.
5)Admin Executive: Worked As Admin Executive for Rao Brothers Chit funds Pvt, Ltd, 
    Hyderabad-India from 01.02.2000 till 31.03.2004.

6)Admin & Field Executive:  JSL Chits & Finance Pvt Ltd., Hyderabad-India from
    01.03.1995 till 31.12.1999.
Job Profile:

· Reporting to the Office Manager.

· Collect list of client’s data.

· Explain about the existing and new chits to the clients and make a membership agreement.

· Cash receipts according to the chit amount and issue payment voucher.

· Follow up for outstanding and collect the amounts.

· Make a long pending clients list for legal action.

· Hand over daily cash and chequecollection to the accounts manager.
          Prepare daily reports.
Proven Job Role:
Customer Service:
· Greet customers and ascertain what each customer wants or needs.

· Provide value added services to clientele and coordinate with senior management.

· Follow up with clients on deliveries, product satisfaction and outstanding payments.

· Deal with multicultural clientele; resolve their complaints-queries through effective convincing. Maintain client relations and ensure customer satisfaction.

· Effective business development, take care of order execution, 
· Maintain record of existing & new customers for follow up and business promotions.

· Attend to clients grievances.
· Ensure that all the enquiries are handled carefully and met effectively.

· Regular follow up with customer for taking feedback
· Prepare daily cash report.
Computer Skills:
Oracle,MS Office (Word, Excel), Internet and E-mail applications.

Personal Details:
Nationality

: Indian
Date of Birth

: 15th March 1973
Marital Status

: Married
Language

: English, Hindi, and Telugu.

Visa Status

: Looking for Employment visa
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