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Objective:
To join an efficient, dynamic & professional organization which recognizes and rewards top
performers and to utilize my interpersonal & Professional talents to maximize the efficiency & to
develop the Company’s growth.
Work Experience:
Designation: Collection Exe. for 1year
Idea Cellular is an Aditya Birla Group Company, India's first truly multinational corporation. Idea ranks among the Top 10 country operators in the world.
Responsibilities:-
· Monitoring & billing Telephone bills to the customers. 
· Allocation of daily work between the team 
· Handling incoming / outgoing calls, correspondence and filing. 
· Responding mails and queries of customer 
· Mediator for the customer service in Andromeda 
· Sending daily SMS to customer for payments and outstanding 
· Responded to customer inquiry my ability to identify with the consumer needs an problems. 
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Designation: Associate Executive 1 year
Wipro is a global information technology, consulting and outsourcing company and is globally recognized for its innovative approach towards delivering business value and its commitment to sustainability
Responsibilities:-
· Monitoring & billing Electricity bills for Australian customers. 
· Allocation of daily work between the team 
· Responding mails and queries of customer 
· Maintains customer confidence and protects operations by keeping information confidential. 
· Represents the executive by attending meetings in the executive's absence; speaking for the executive. 
· Was responsible to arrange Client Conference Calls. 
· Providing training and orientation for new staff 
· Interacting with the clients and customers of Australia. 
Designation: Senior Sales Executive 1 year
It is the third largest private sector bank in India. It offers financial services to customer segments covering Large and Mid-Corporates, MSME, Agriculture and Retail Businesses.
Responsibilities:-
· Monitoring Credit Card outstanding bills of customer. 
· Allocation of daily work to the sales executive 
· Proper Allocation of work to all the agencies in order to achieve the monthly target. 
· Handled the entire important document as well as files of all agencies for final audit held every month. 
· Prepares reports by collecting, analyzing, and summarizing information. 
· Depositing the customers postdated cheques on time. 
· Handled all incoming customer on floor with various queries related to credit card payment/ outstanding. 
· Even handled highly escalated outstanding cases smoothly. 
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Designation: Administrative Assistant from 13th Mar 2011 – 7 Mar 2013
As a part of the BMA Group, REDTAG is multinational organization operating in the field of retail trading since 1985. The company is spread across in more than 6 GCC countries focusing primarily on garments, household retailing, hyper-marts and franchisee.
Responsibilities:-
Business Communication & Coordination
· Confirming Orders with global supplier and co-ordinate post order confirmation. 
· Coordinating with Suppliers for discrepancy, Retrieval of debit notes/disposal of damaged/rejected goods at central distribution center 
· Looking after Local & overseas payments (LC, DP) Following-up with suppliers for shipping documents. 
· Collate and timely process queries communicated by the suppliers 
· Modify revisions in the orders as advised by Buyers/Planners. 
· Coordinate sign offs on all orders from appropriate authorities 
· Follow up with the supplier for picture arranging, the Re naming with Item code, wise and uploading on server. Appropriately escalate in case of delays and sending revised Order Confirmation if required. 
· Coordinate for arranging the TT payment for air shipment. If required advance TT. 
· Communicate with suppliers on shipment receipt date/ order status and purchase discrepancy. 
· Coordinate travel arrangements of vendor suppliers for meeting with buyers 
MIS and Documentation
· Ensure the order processing details are entered in the data accurately and timely by the Data entry operators 
· Supervise system entries and validate information updated 
· Track order confirmation status from suppliers 
· Update and arrange control sheet for in bound and out bound couriers 
· Opening of LC with required date and co-ordinate with Finance to ensure timely opening of LC. 
· Responsible for arranging Collection Documents with Bank details and keeping a track of it. 
· Keep track couriers of original shipping documents for follow-up with Suppliers and other concerned departments. 
· Preparing Monthly reports of total Fashion & Home ware purchases. 
· Generate all adhoc reports / delayed extension report /port wise reports etc. 


Designation: Administration Assistant/ Personal Assistant Mar 2013 - Till date
Twenty4 is a part of BMA international organization, its spread across in more than 6 GCC countries focusing primarily on garments, household products. Currently having 15 stores in hand.
Responsibilities:-
As Administration Assistant
· liaising with buyers, analysts, stores, suppliers and distributors; 
· maintaining a comprehensive library of appropriate data; 
· Ensure the order processing details are entered in the data accurately and timely by the Data 
· Supervise system entries and validate information updated 
· Track order confirmation status from suppliers 
· Update and arrange control sheet for in bound and out bound couriers 
· Responsible for arranging Collection Documents with Bank details and keeping a track of it. 
· Keep track couriers of original shipping documents for follow-up with Suppliers 
and other  concerned dept.
· Preparing Monthly reports of total Fashion & Home ware purchases. 
Responsibilities:-
As Personal Assistant to Manager
· Prepare schedule and update same on everyday basis and assist to prepare all documents required for travel and expenses and provide an effective interface with department and organization. 
· Analyze all personal appointments and prepare schedule for same and prepare an efficient domestic and international travel itinerary as well as hotel booking. 
· Perform research on all data and prepare required documents and maintain an efficient schedule for all travel arrangements and participate in various meetings. 
· Maintain ECS for all the dept month wise. 
· Maintain all personal document of Manager. 
· planning, organising and managing events, 
· writing minutes after the meeting held 

KEY SKILLS AND COMPETENCIES
1) Strong organizational, administrative and analytical skills. 
2) Excellent spelling, proofreading and computer skills. 
3) Ability to maintain confidentiality. 
4) Excellent working knowledge of all Microsoft Office packages. 
5) Ability to cope and work under pressure. 
6) Punctual and reliable. 
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	TY. BA
	Poona College
	Pune
	Arts
	2008-09
	2nd class

	
	
	University
	
	
	
	

	
	
	
	
	
	
	

	SY. BA
	Poona College
	Pune
	Arts
	2007-08
	2nd Class

	
	
	University
	
	
	
	

	FY. BA
	Poona College
	Pune
	Arts
	2006-07
	1st  Class

	
	
	University
	
	
	
	

	H.S.C
	Poona College
	Maharashtra
	Arts
	2005-06
	2nd Class

	
	
	Board
	
	
	
	

	S.S.C
	Auxilium Convent
	Maharashtra
	
	2003-04
	2nd Class

	
	High School
	Board
	--
	
	
	

	Computer Proficiency:
	
	
	
	
	



Ms-Word, Ms-Excel, Ms-PowerPoint, Ms-Outlook
Complete Internet Applications, Etc.

Interests:

Event Organization and management love to work with new people, driving, listening to music.

Languages Known:

English, Hindi, Marathi.

Personal Information:
	Date of Birth:
	17th Oct. 1988

	Gender:
	Female

	Marital Status:
	married


