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Date of Birth: 5th July 1987, Nationality: Indian, Marital Status: Married
Visa Status: Husband Visa
OBJECTIVE: - Looking for a challenging career in an organization that utilizes my skill sets & offers me adequate opportunities & exploits my potential for the advancement of the organization & my continued growth.

WORK  EXPERIENCE:-
Worked as Senior Process Executive in Infosys Ltd. From 21//07/2014 to 19/12/2014

· Worked as Senior Process Executive in Order Management for CISCO Process.
· Worked on ERP orders using ORACLE 11i into end to end process.

·  Worked on Customer Relationship Management (CRM) 

· Manually entering order in ERP and validation the information from using Change Order Scrubber, Status Tool and Customer Specifics.

· Pull the necessary information and enter the orders in Cisco Commerce Workspace (CCW)

· Booking the orders for products using Oracle 11i and order will be sent to Manufacturing.

· Resolving customer queries by interacting with respective cross functional teams.

· Maintaining customer's database and providing Email support.

· Order issues will be contacted customer through email.

· Completely handled end to end process such as manually entering order, validating data's from using supported tools and application, making the necessary changes as per customer request such as change of address, *Expedite request, order status, shipping and service level changes.
*An expedite is a request to improve a promise date on a Customer/Partner sales order/ship set. Placing a request for an  expedite should only be done when absolutely necessary, and these requests are carefully considered on a case-by-case basis. Cisco Customer Service and Support Operations will make every effort to accommodate urgent customer requests to meet their networking needs whenever possible.
Worked as Associate-Sales & Back Office Assistant in Future Generali India Life Insurance Company Limited from 25/12/2012 to 24/12/2013
· Secretarial work like drafting letters, emails, faxes, independently corresponding with various departments.

· Filing & maintaining documents.

· Handling all communication including phone calls /follow up calls / directing calls , emails, etc.

· Ensure utmost confidentiality and integrity of operations.

· Other secretarial functions & Office Administration.

· Will be responsible for over Coordination work like updation of Contract, Payments and delivery status,

·  Maintaining all the Contracts received from various Branches.

· Coordinating with different teams for the delivery of services

Worked as Customer Care Associate in Reliance Communication Ltd. from 23/12/2011 to 22/12/2012.

· Provided customer service and technical support to customer who called and requested assistance.

· Interfaced with Field Service Technicians and Product Support Technicians to provide prompt network problems, plan change, refunding waiver, number transfer etc.

· Answered all telephone calls (incoming and inter-departmental) with courtesy, professionalism and helpfulness.

· Maintained MIS report database.

· Researched, responded, and archived customer complaints and requests.

· Ensured that all required personnel forms and paperwork are completed accurately in a timely manner.
Worked as Sales Coordinator in Callmate Company Ltd. from 25/12/2010 to 22/12/2011
  

· To respond quickly and efficiently to all in-coming sales enquiries, by telephone,  

email, preparing brochures as required
· Follow up with clients (for quotation/purchase order)

· Follow with supplier/principle for job updates

· Coordinating clients on day to day activities. 
· Promotion of our facilities to new and existing clients through a pro-active approach 

· Responding to and co-ordinating all internal meeting requests.

· To provide input and ideas into marketing initiatives and subsequently promote these 

initiatives and monitor responses.
· To maintain good customer relationships by acting as an extension of the field sales 
force.

· Assisting teams with marketing activities
· Making statistical report responsible for documents filling and any other assigned 
            task as and when required.  

ACADEMICS:-

· MBA (Marketing) from J.D. Women’s College, Patna in 2011.

· Graduation (B.C.A) from Magadh University in 2008.

· Intermediate (Biology) from Bihar Intermediate Education Council, Patna in 2005.

· Matriculation from C.B.S.E, Patna in 2003.

MANAGEMENT TRAINING :-

I did Summer Training in Coca-Cola on Training & Development (2nd Semester)

I did Summer Training in Aditya Birla Chemicals (India) Ltd. on Customer Satisfaction (4th Semester).

EXTRA CURRICULAR ACTIVITIES:-

· Got 1st Prize in Spelling Contest.

· Got Certificate in Computer Project.

· Art of Living Course from J. D. Women’s College Patna.

· Was the member of Student committee in college and responsible for organizing event and other activities.
STRENGTHS:

· A team worker and self-motivator.

· A self-starter and a confident personality to achieve the goal in time.

· Adaptability to alien condition.

· Ability to work under any circumstances and high pressure. 

· Fluency in English and Hindi language both written and verbal.

· Accomplishment of deadlines. 

· Positive Attitude and Thinking Ability.

· Innovative in terms of ideas and perceptions.

SKILLS:
· Worked on Toad Application to fetch the details of Oracle 11i, R12 and CCW Databases.
· Oracle 11i, R12, CRM.
· Excellent communication.

· MS Word, Excel, PowerPoint.

· Excellent Computer Skills.

· Sharp listening.

· Excellent Typing 75 WPM.
· Client Interface/relationship.

· Fast learner & capable of handling pressure.

HOBBIES:-

Reading story books, Surfing Internet, listening songs etc.

DESIRE:-

Keenly interested to serve any reputed corporate Sector as   Executive, Business

Counsellor or alikes.

LANGUAGES:-
English, Hindi (Expert)
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