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CAREER OBJECTIVE:
Assignment in the area customer care, Relationship Management, Public Relations, Sales Co-ordination & Administration in a high growth organization

EXECUTIVE DIGEST
· A competent professional with 4+ years of rich experience in Financial Services Company and others.
· Worked withKrishna Tours & Travels as an AdministrativeAssistant.
· Worked with Aegis Group-Tata Photonprogramas a Customer Service Agent (CSA).
· Worked with Amul Dairy Animal Survey as a Data Entry Operator.
· Worked with Credit Partners Inc. as a Back Office Executive.
· Worked with Parth Financial Servicesas a Back Office Executive.
· Worked with The Vysya Bank Ltd. as a Clerk-cum-Data Entry Operator.
Krishna Tours & Travels, Karamsad dist. Anand, Gujarat, India.
Administrative Assistant from December 2014 to July 2015
· Front Office and General Administration work of the company.

· Data Entry, Bills Preparation, Payment collection and co-ordination with customers.
· Responsible for Cash Management and Bank works.
Aegis Group-Tata Photonprogram, Ahmedabad, Gujarat, India.
Customer Service Agent (CSA) from December 2013 to November 2014
· Customer satisfaction subject to service provided by company.
· Solution given to customer’s query related to product.
· Make customers aware with new product or up gradation in existing products.
· Customer relation, gave them true information and maximum services.
Amul Dairy Animal Survey, Anand, Gujarat, India.

Data Entry Operator from August 2010 to July 2011
· Responsible for all data entry regarding product.

Credit Partners Inc., DST of Citi Bank Car Loans,Ahmedabad, Gujarat, India
Back Office Executive from April 2004 to September 2005
· Sales Co-ordination
· Coordination between back office and sales executives

· Communicating leads and queries to sales executives

· Collection of files/papers from sales executives

· Tele Marketing
· Generating leads through Tele Marketing

· Make average 30-40 calls per day (out going calls)

· Back Office

· Firing of FI,day to day entry and updation of MIS, CIS, & Business Sheet

· Preliminary scrutiny of files/papers as for their completeness

· Filing works and general administrative works of the office 
Parth Financial Services, Franchisee of ICICI Bank Home Loans, Ahmedabad, Gujarat, India
Back Office Executive from August 2002 to February 2004
· Co coordinating between sales executives 

· Filing works, front office & general administration of the office

· Preparation of case&maintenance of adequate records

· Tele Marketing
The Vysya Bank Ltd., Ahmedabad, Gujarat, India.

Clerk-cum-Data Entry Operator from October 2001 to March 2002
· Management of Demand Drafts
· Print of D.D’s and dispatch it

IT Skills
· Tally ERP 9
· MS Office
Educational Qualification:
· B.com (Accounts & Audits) from Gujarat University in the year of 2001-2002.
· H.S.C. (Commerce) from Gujarat Secondary Educational Board in the year of 1998-1999.
Personal Details:
Languages Known :
English – Hindi - Gujarati

Date of Birth :

July 31, 1981

Visa Type :

Visit Visa

Gender:

Female

Marital Status:

Married

Nationality:

Indian
