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Personal Statement
A motivated, well presented, hard working person, experienced in customer service and thrives working with the public, dealing with queries and helping to solve problems. Now wish to continue making effective significant contributions within a challenging and varied position that will enable me to capitalize on my professional experience, with opportunities for personal and professional growth.
Strengths:
· Excellent verbal & written communication skills 
· Self starter, self motivated with strong professional ethics. 
· Result oriented ,responsible & hardworking 
· Ready to meet work pressures and deadlines 
· Dynamic ,enterprising, enthusiastic & well presentable 
· Excellent convincing, negotiation &interpersonal skills 
Education:
Bachelors in Commerce, 2013 with 55.16%.
From: YCMOU University of Maharashtra, India
Employer Details:
GLOBAL SERVICE LTD - Nov 2014 till Date
SHREE VAISHNAV CASTING PVT LTD - Sept 2013 till Nov 2014
ESDS SOFTWARE SOLUTIONS PVT LTD - May 2011 till Sept 2013
QUICKHEAL TECHNOLOGIES PVT LTD- June 2010 to May 2011
BHAVANA TELEVENTURES - Feb 2008 to Feb 2010
Key skills
	•
	Administration
	•
	Customer Service
	•
	Counseling

	•
	Staff training
	•
	Working within deadlines
	•
	Reception

	•
	Supervision
	•
	Computer literacy
	• Leadership
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Role at work:
· Strong client management, liaison and High level discussions 
· Managing high volume of clients 
· Handling pre sales inquiries through live chat and emails. 
· Helping customers to make right purchase & guiding them through process. 
· Making accurate, rapid calculations & providing quotations. 
· Maintain accurate records of all sales generated 
· To convince customers & try to satisfy them for reported issue/query. 
· Provide product Technical Solution to global customers by chat. 
· Providing Telephonic Support / Remote Access. 
· Documentation of recurring issues 
· Handling Customer & Resolving their Queries. 
· Co–ordinate with Backend Executive & Resolve Queries on Given TAT. 
· Managing Store, Company’s Compliance & Franchise Service & Sales Payout. 
· Review all invoices for appropriate documentation. 
· Sort and distribute Incoming mail & Respond to all vendor inquiries 
· Processing invoices, up to 100 plus line items. 
· Reconcile vendor statements, research and correct discrepancies. 
· Assist with other projects as needed. 
Administrative functions:
· Personal Assistant to Head – HR & Operations 
· Proficient with Microsoft applications- Word, Excel, PowerPoint ,Email & internet 
· Drafting letters & Emails to clients, candidates & other authorities 
· Answering the phone calls diligently 
· Office administration 
· Maintained files & records 
· Monitor Team coordination & work accomplishment 
· Maintained client & candidate databases 
· Ensure efficient manpower is available for upcoming requirements 
· Work well as team player or independent 
· Liaison with the hotels for the client stay and meetings 
· Liaison with airlines for Flight bookings & hotel reservations 
Key Achievements:
· Responsible for offering customer service on daily basis in team oriented and fast paced environment. 
· Awarded as employee of the month. 
Language skills:
ENGLISH – proficient (To read, speak & write)
HINDI – proficient (To read, speak & write)
MARATHI – proficient (To read, speak & write)
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