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Carrier Objective:

“Best utilization of my skill. Intelligence and experience for a responsible and rewarding job profile.”

·  A result oriented professional with 7 years of experience in the area(s) of  Purchase, Sales, customer service, training support, sales coach.
· True believer in team work and team spirit with excellence in Time Management

            An effective communicator with good presentation skills

Experience Overview
Organization    : Design Elegance.(Apr 08- Till Date) ( 7.4 years)
Designation   : Administration Manager 
Job Description: Handling Complete Purchase & Sales for the Company. 

                                 - Understanding the Requirement for the Client & preparing an Estimated Quotation.     

                                 -Collection of Quotations from vendors across and finalizing them for projects

                                  undertaken.

                                 - Preparation of Various Bills on Completion of  Project on the Site

                                 - Cross Checking & validating bills from Vendors as per the orders placed

                                 -  Handling Finance Dept. for the Company

Organization   : Global-e-Services(Dec 04-Apr 08)(3.5 years)
         Designation   : Junior Process Officer (Band 1)                                                      

Job Description:Handling Queries of customers from U.S.A through complete call process.

 - Call Process handled for various products like credit cards and balance transfers.

 - Utilized the opportunity of cross selling of various other Products through call Process.
Organization    : Fortune InfoTech Ltd(Dec 01- April 04) (3.4 years)
       Designation   : Document Image Processor 
       Job Description: Document Image Processor 
                                  Handling complete Back Office related work such Data Collecting, Data Feeding &

                                  Data Securing.

EDUCATIONAL/PROFESSIONAL QUALIFICATION:


	Degree
	Institute
	Board/University
	Year
	Class

	Technical 
	St. Francis Institute of Technical 
	Maharashtra
	1998
	I

	
	
	
	
	

	SSC
	Divine Hymm High School
	Mumbai
	1996
	II


Computer Awareness:
Professional Course in Computing from NIIT
Attributes:

· Intelligence, Willingness to work hard, Readiness to accept the challenges and ability to 

Adapt to various working condition, adjust myself in any environment.
Personal Information:

Date of Birth

: 
24th September 1979

Religion


:
Hindu (Gujarati)

Known Languages
:
English, Gujarati, Hindi and Marathi

Hobbies


:
Music, Reading.

