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Profile
I am a hard-working and honest individual who has good interpersonal skills with the  training and experience of  working as a office executive. Highly skilled in maintaining office services and record. Polite and professional with excellent customer services and administrative skill. I am flexible and possess a positive approach to everything to be done. I am able to work effectively on my own and as part of a team. 
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Education
· PURSUING MASTER OF COMMERCE.
P.O. Nahata Commerce, Arts and Science College , Bhusawal.

· BACHELOR OF COMMERCE. (2007)
P.O. Nahata Commerce, Arts and Science College , Bhusawal.

· HIGHER SECONDARY CERTIFICATE EXAMINATION. (2004)
P.O. Nahata Commerce, Arts and Science College , Bhusawal

· SECONDARY SCHOOL CERTIFICATE EXAMINATION. (2002)
St. Aloysius High School, Bhusawal.

[image: image4.png]



Work Experience

 St. Aloysius School, Bhusawal, India. - November 2012 - July 2014
Position:- OFFICE EXECUTIVE.

· Worked as a liaise with different educational department and the school , which included the function of collating and presenting data of school records, students gender, age etc. students scholarship and charity canteen as provided by the government.
· Performed well under the function of payroll and was the only person responsible for the job role.
· Handled and processed incoming mails relating to school policies and educational department requirements. Documented and filed all such paperwork.
· Worked closely with the principal of the school and Sr. teachers to set up criteria for the school admission, fee structure, and agenda for the year.

· Was responsible for setting up meetings with the text book publisher  to be able to gage the term subjects, costing and pricing in the market which helped in preparing fee structure.

· Was part of the strategy building in hiring new staff for the school year and helped in formatting questions and preparing for the interview.

· Responsibilities also included managing inquires over the phone or in person relating to school admission, vacancies, bonifide certificates, leaving certificates.

· Managed, maintained and updated student and staff records such as general register, fees register, service books of teaching and non-teaching staff.

· Order and maintain supplies and update records of inventory.
EXL Services , Pune India. -  May 2008- May 2010
              Position:- CUSTOMER CARE EXECUTIVE

· Handle incoming calls or inquiries from prospective customers or clients.

· Assist customer effectively by solving queries related to billing and payment on insurance policies.
· Managing and performing service operations with focus on implementing policies & procedures.
· Promote Service by recognizing opportunities, thus meeting up selling targets.
· Ensuring that operations at the service points match the company’s standards.

· Managing customer centric operations and ensuring customer satisfaction by achieving delivery and service quality norms.
· Identifying improvement areas and implementing measures to maximize customer satisfaction levels.
· Coaching team members on skill development and confidence and ability to examine processes, creation of situations and also measure improvements.
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Areas Of Expertise 
· Excellent record keeping skills.
· Ability to maintain confidentiality of official  records.
· Able to multitask during peak hours.
· Good interpersonal skills.
· Ability to communicate effectively.
· Outstanding organizational and time management skills.
· Cash management.
· Payroll.
· Excellent command over MS office applications and book-keeping software.
[image: image6.png]



Personal Details


Nationality: Indian 

Interest - Playing the guitar &  listening to music, playing 


                    soccer.

Visa status: Visit

Date Of birth : 29th June 1987

Marital status: Single

