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In quest of challenging assignments in Education & Business Development with growth oriented organizations.

Synopsis& Core Competencies 
· A Result Oriented Professional with 3 Years of experience inOffice management such as Accounts, Admin, Customer support & Sales.

· Exposure in operations and coordinating with inter – Office departments for efficiently streamlining Back office operations.

· Comprehensive exposure to MS Office, Operating Systems and other Internet applications.
· Making Intercompany billing in SAP.
CAREER HIGHLIGHTS

T.Choithram& Sons LLC, Dubai (UAE)


2012- Present
              Back Office, Secretary
Key Result Areas
· Making Sales Report on Daily Basis.

· Receive phone calls from the branches & supermarkets to take orders.
· Generation of MIS reports and their analysis.

· Maintenance of office decorum.
· Assisting the Manager with the preparation and Submission of the Invoices
Key Contributions

· Resolving the complaints & queries with in TAT.

· Informing about Changes in Products.
· Scrutiny of the Documents.

· Ensures proper quality of actions services for meeting.
· Responsible for Customer Management.
Tata AIG Life Insurance (India)



                      March’10- April’12
                                                               Secretary, Adviser
Key Result Areas

· Following Code of Practice and making sure that Client parameters and specifications.

· Work with the team to ensure that the sales process goes smoothly, from lead generation to close.

· Analysis for the credit / returns that come from the client and providing feedback for the same.

· Generation of MIS reports and their analysis.
Key Contributions

· Coordinating with Operations on a day-to-day basis regarding the Process.

· Providing feedback to the TLs with regard to the performance of the agents.

· Make Outbound Calls and Verify whether it meets the desired Parameters set by the Client.

· Advise to customer about insurance plan.
Scholastics

2012 M.A. 1st Year from M.D.S University (Specialization in English literature)

2011
B.A Honor’s From M.D.S University (Specialization in History)

2008
Higher Secondary education from (RAJASTHAN STATE BOARD OF SECONDARY AND HIGHER SECONDARY EDUCATION, Rajasthan) AJMER.

2006
Secondary education from (RAJASTHAN STATE BOARD OF SECONDARY AND HIGHER SECONDARY EDUCATION, RAJASTHAN) AJMER.

I.T Skills

MS Office, Coral & other internet applications such as Outlook & Excel.   

Personal Information

Date of Birth:

May 3, 1991

Nationality:

Indian


Visa Status:

Employment Visa, 

Marital Status:

Single

Linguistic Abilities:
English, Hindi and Sindhi

Notice Period:
One Month

Salary Expectation:4500 AED
DECLARATION
I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.










