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SUMMARY

Energetic Administrator with 9 years experience in high-level executive support roles. Organised and professional, dedicated and focused who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role of increased responsibility and authority.
EXPIRENCE:
TCS










Dec 2013 to Sept 2015
Market Research Analyst

Vadodara, India

· Collect and analyze data on customer demographics, preferences, needs, and buying habits to identify potential markets and factors affecting product demand.

· Prepare reports of findings, illustrating data graphically and translating complex findings into written text

· Seek and provide information to help companies determine their position in the marketplace.

· Gather information to help make fiscal or policy decisions, measure the effectiveness of those decisions, and improve customer satisfaction.

· Provide companies with vital information to help them make decisions on the promotion, distribution, and design of products or services.

Presidency Tourism & Infrastructure Pvt. Ltd



Jan 2011 to Nov 2013

Administrator

Vadodara, India

· Maintained detailed administrative and procedural processes to improve accuracy and efficiency.

· Verified and logged in deadlines for responding to daily inquiries.

· Managed inventory, feedback records, charts and company files using online tracking system.

· Implemented updated online collection procedures for payment.

· Managed incoming and outgoing calls for busy Hotel.
· Handled all media and public relations inquiries.
· Maintained an up-to-date department organisational chart.
· Recorded guest comments or complaints, referring customers to managers as necessary.
· Assisted guests with any special requests during their visits.
· Greeted all guests in a courteous and professional manner.

Just Dial Pvt. Ltd.








Apr 2008 to Dec 2010
Tele Marketing

Vadodara, India
· Opened new customer accounts, including checking, data intervention and registration.

· Scheduled staffing for multiple branch locations.

· Processed sales referrals and promoted just dial services and products, resulting in 10% branch sales increase.

· Researched and resolved customer issues on personal savings, checking and lines of credit accounts.

· Examined checks for identification and endorsement.

· Entered member transaction data into the online software.
· Maintained confidentiality of records and client information.

· Delivered prompt, accurate and excellent customer service.

EDUCATION
M.S. University

Bachelors of commerce: Accountancy






Apr 2008

Vadodara, India
Computer Proficiency

· M.S Office

· Internet Browsing
PERSONAL DETAILS

Gender           

:  

 Female 

DOB               

:   

19th March 1986

Nationality


:

Indian

Languages       

: 

English, Hindi and Gujarati

Marital Status  

: 

 Single.

Hobbies


:

Traveling, Music, Reading

