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Date of birth: 11th JAN 1990







CAREER OBJECTIVES

· To work, learn and grow in a challenging and professional environment and help in achieving the organization’s goals

IMMEDIATE OBJECTIVES

· To avail of opportunities in the fast changing business/ economic environment so as to get adequate exposure of working in challenging, professionally competitive environment where I can expose my talents and strive better heights.

QUALIFICATIONS

· T.Y.Bcom PASSED 2013

· H.S.C PASSED 2008

· S.S.C PASSED 2006
PROFESSIONAL QUALIFICATIONS

· MS Office, Windows 7 & 8 

· Ms Excel

· Internet

· Tally ERP.9

PROFESSIONAL EXPERIENCES

NumeroUno Business Consultants ( From Dec 2013)
Department 

- Administration 

Designation

- Asst. Administration 

JOB RESPONISIBILITIES

· Supervise and coordinate activities of staff

· Interview job applicants

· conduct orientation programmes for new employees

· Administer salaries and determine leave entitlements

· Be involved in staff training and development, preparation of job descriptions, staff assessments and promotions

· Prepare annual estimates of expenditure, maintain budgetary and inventory controls and make recommendations to management

· Maintain management information systems (manual or computerised)

· locate suitable business premises and negotiate reasonable leasing agreements

· Review and answer correspondence

· provide secretarial or executive services for committee

Reliance Communication Infrastructure  Ltd (BPO) (2012 -2013)
Department 

- Helpdesk

Designation

- Customer Service Representative (CSR) 

JOB RESPONISIBILITIES

· Answer phones and respond to customer requests. 

· Provide customers with product and service information. 

· Upsell products and services. 

· Transfer customer calls to appropriate staff. 

· Verifies names, addresses, phone numbers and records per client guidelines.

· Follow-up on customer inquires not immediately resolved.

· Complete call logs and reports.

· Research billing issues and misapplied payments.

· Recognize, document and alert the supervisor of trends in customer calls.

· Recommend process improvements.

Other duties as assigned

Technocrafts Switchgears Pvt. Ltd. Mumbai 
(2008 -2011)
Department 

- Accounts Department

Designation

- Receptionist cum Accounts Assistant 

JOB RESPONISIBILITIES
· 3+ years of accomplished experience in the field of accounting. 

· Team and leadership training from a major global public corporation. 

· Exceptionally fast, efficient and organized. 

· Knowledge of all accounting functions: GL, PL and BS - reconciliations, work papers, cost, cash control and monthly closing processes. 

· Handling Petty Cash, Vouchers of employee and Directors of our organization.
· Making payments of the suppliers with the approval of our Marketing Person or Marketing Directors
· Entering the purchase bills in Tally 9
· TDS working monthly or 6 months
EXPERIENCE SUMMARY

· As an Account Assistant in Technocrafts Switchgears Pvt. Ltd. Mumbai.

· Worked in BPO of RELIANCE 

· Presently working in NumeroUno Business Consultant as an assist. administration

LANGUAGE KNOWN

· Konkani, English, Hindi & Marathi

HOBBIES

· Dancing & Listening Music

