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OBJECTIVE

To work for an organization where my skills and knowledge can be adequately utilized so as to add value to the organization.
QUALIFICATIONS

	SL.NO
	BOARD
	YEAR

	1.
	Higher Secondary
	March 1993

	2.
	Secondary School
	March 1990


PROFESSIONAL EXPERIENCE
I. IDAC SOLUTIONS PVT. LTD – INDIA.

             Working as a Sales Co-ordinator. (May 2013 – Till Date)

Job Responsibilities:

· 
Preparation of Sales Order & Quotations, if required Performa Invoice as per requirement by the Customer by Mail.

· Receiving Customer Calls, checking e-mails and assign the details to the respective Business Development Managers as per the designated locations.

· Greeting all clients with a smile, being the first point of contact.

· Updation of daily dispatched materials to the respective head and Customer by mail, Maintaining records of the daily shipment received and dispatched.

·  Maintaining office decorum while enhancing customer satisfaction.

· Coordination with Sales Team, sending Daily Report to the respective head
· Handling Stock, Administrative work & Back Office work
II. INDO STAR ROAD CONTRACTING LLC – DUBAI, U.A.E.

             Worked as a Secretary. (August 2009 – April 2011)

Job Responsibilities:

· 
Handling administrative work at the reception.

· Handling Board line and transferring the call to the respective person.

· Greeting all clients with a smile, being the first point of contact.

· Maintaining Log Book for incoming as well as outgoing calls.

·  Maintaining office decorum while enhancing customer satisfaction.
· Dealing with the Suppliers for materials, preparing LPO’s and convincing them.

III. INTER OCEAN SHIP REPAIRS LLC – DUBAI, U.A.E.

            Worked as a Receptionist. (May 2007 – June 2009) 

Job Responsibilities:

· Handling administrative work at the reception.

· Handling Board line and transferring the call to the respective person.

· Greeting all clients with a smile, being the first point of contact.

· Maintaining Log Book for incoming as well as outgoing calls.
·  Maintaining office decorum while enhancing customer satisfaction.
IV. RICH FEEL TRICOLOGY CENTRE – MUMBAI, INDIA.
            Worked as a Receptionist cum Tricho Counselor (April 2005 – March 2007)
Job Responsibilities:

· Assisting the clients and taking their case history.

· Fixing appointments for the clients for hair, scalp & beauty treatments.

· Assisting the doctor in his practice by checking the scalp, explaining food tray, explaining the time intervals for consuming medicines.
V. LEELA KEMPINSKI – MUMBAI, INDIA.
             Worked as a Tele Marketer (October 2004 – March 2005)

Job Responsibilities:

· Selling the membership cards of Connoisseur Club on phone.

· Worked on monthly target.

VI. ST. PAUL’S SCHOOL – MUMBAI, INDIA.

            Worked as a Kinder Garden Teacher (June 1997 – January 2004)
ACHIEVEMENTS

1 Achieved aggressive targets and service standards thereby exceeding company’s expectations.

2 Consistent academic record, with active participation in extracurricular activities as well.

3 Problem solving & judgment skills and convincing people.

PERSONAL DETAILS

Date of Birth 

                     : 
12th June, 1975

Marital status 
                    
        : 
Married

Gender
 
                     : 
Female

Nationality  

                     : 
Indian

Languages known                           : 
English, Hindi & Marathi, Punjabi                                      : 
-
SKILLS

· Working Knowledge of Microsoft Office, Windows XP and Internet applications.
· Good Telephonic Etiquettes’.

· Appropriate administrative duties.
EXTRA CURRICULAR ACTIVITIES
Reading, Gardening, Cooking, listening to Music and making Friends.

