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Marital status: Single
Nationality: Indian                                       D.O.B: 30/08/1990

OBJECTIVE

To seek a challenging position offering responsibility, growth and rewarding experience and at the same time maintaining high standards of performance and business ethics.

PROFESSIONAL SUMMARY

· A young professional with over two years of overall experience in customer service along with sales and cross selling. 
· An enthusiastic, highly motivated and competent professional with a track record of delivering successful outcomes.
· Pro-active and able to keep numerous plates spinning without losing focus on customers’ requirements.
· Able to quickly establish clear expectations from other staff.
· Cross functional worker and a team player.
EDUCATION
· Bachelor of Commerce in Banking & Insurance, St. Andrews College, Mumbai, June 2012
· HSC Science, Wilson College, Mumbai, June 2008
· SSC, St.Teresas High School, Mumbai, June 2006 
WORK EXPERIENCE
First SourceMumbai
Customer Service and Telesales Executive                                             November 2013- March 2015        
· Provide superior customer service in a professional and friendly manner.

· Maintain a high level of knowledge about the products and services, and ensure customers are provided with accurate information.
· Attend to customers billing and technical grievances in an orderly manner to ensure a positive customer experience.
· Identify opportunities to promote the products and services, where appropriate and cross sell.
Ajmera PropertiesMumbai
Administrativeand Telesales ExecutiveJuly 2012 - October 2013

· Data Collation & Reports.
· Handling of Petty cash & transactional relation with Vendors.
· Provide face to face or telephonic customer service to customers with regards to applications, enquiries or requests.
· Contacting customers from a data base, and persuading them to purchase the products and services of the company.
SKILLS
· Good negotiation skills with a high aptitude for Business Development.
· Ability to work positively and cooperatively in a diverse team environment.

· Ability to communicate tactfully with customers and technical support staff.

· Knowledge of principles & processes for providing customer service to clients and personal service including needs assessment & problem resolution.

· Working knowledge of Computers and the ability to navigate within a variety of software packages such as MS DOS and Microsoft packages.

· Diligent & thorough when dealing with complex and time consuming issues.

· Numeric and able to demonstrate an understanding of basic account.

· Willing to take leadership responsibility for the day-to-day management & administration of the various departments.

· Ability to change with a fast paced environment.
INTERESTS
· Music & TV dramas involving courtroom drama, espionage and humour.

· Sports – played Hockey & Football for School and College. [image: image2.jpg]




