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	CAREER OBJECTIVE

	
	To contribute my knowledge gained through work experiences to the organization I will be working for, enhance my working capacities, professional skills, business efficiencies and gain job satisfaction as well as self-development. 


	EDUCATION

	
	Academic Qualification : 

 Commerce Graduate from Mumbai University - 2007

Professional Qualification : 

  Diploma in Aviation & Hospitality Management from Air Hostess Academy

Profession related Course & Trainings:
 MSCIT COURSE(The Maharashtra State Certificate in Information Technology (MSCIT)

 Industrial Training from ITC Grand Maratha Sheraton Hotel & Towers, Mumbai

 First Aid Training from St. John Ambulance Association, Mumbai



	

	OVERALL JOB PROFILE

	· Customer Care
· Document Control and Administrative Responsibilities

· Dealing with Payments, Complaints and Feedbacks
· Sales and Preparing for Promotions   

· Ensuring Quality of Service



	                          
	
	
	
	
	

	EXPERIENCE

	
	Apex Visas   - 2014 to 2015
A well-known organization in the immigration circle for Visa facilitation.
· Worked as Immigration Consultant since last 8 months. Key Responsibilities include

Provide Immigration Information
· Provide Accurate Immigration Information to clients qualifying in getting permanent residence visa for countries like Canada, Australia & New Zealand.

Counselling Clients
· Provides information, guidance and support for skilled migrants to select countries based on their education and experience, on which country would be better for them to migrate.
Sales
· Converting Queries into Sales
· Achieving Sales Target. 
· Preparing Daily/Weekly/Monthly report of sales.
Registers and retains prospective clients for the organization and recruitment 
· Recruiting clients as per demand in foreign countries.
· Develop and maintain strong working relationships with key client contacts, and contact them in a timely manner to provide and/or obtain information meeting SLA requirements.
 Provides sustained support to clients until the commencement of case processing
· Communicate effectively the progress of the immigration process with relevant client contacts including document collection, filing of applications, and anticipated finalization dates, ensuring that communications are technically accurate.
· Identify key issues that may impact immigration formalities such as travel plans, dependents, and health issues, to ensure the client is updated on the status of each application and anticipated issues or timelines.
· Coordinating with different teams for checking the status of the immigration procedures and job list.


	
	Altisource Business Solutions   - 2010 to 2013
A well-known provider of process management solutions to the mortgage and financial services industries.

· Working as Quality Assurance Analyst since last 2 years. Key Responsibilities include

Monitoring Files and Calls

· Monitoring files for Eviction and Title process.

· Monitoring calls for all the associates working on mortgage properties to ensure that they are 
         in compliance with the rules and regulations of the process.      

Preparing Reports and Providing Feedback        

· Preparing reports for the calls monitored, maintaining and providing it to management.

· Providing Feedbacks to the associates regarding their calls.
Improvement Plans and Training 

· Creating improvement plan for the associates who needs to improve their performance.

· Providing coaching and assistance for low performing associates in terms of quality. 

· Providing training to the associates to make sure they understand new policies and procedures for quality.
Identification and Escalation of Quality Issues

· Identifying any potential quality issues for the processes and escalating it immediately to management.
Calibration

· Scheduling and presenting calibration with the business units.
· Worked as Eviction coordinator for 1 year. Key Responsibilities included

Worked on Mortgage Loan
· Worked on Mortgage Loan of US properties with the help of attorneys and sheriffs of US

Filing of all eviction requests
· Timely filing of all eviction requests with the courts
Co-ordination and issuance of notices

· Coordinating and providing notices for the eviction of properties to the tenants or house owners, 
      unable to pay off the mortgage loans.

· Coordinating the repairs and appraisals of the evicted properties

Drafting of documents

· Drafting all the documents for management and the court system



	Unique Holidays  - 2008  to  2010
A professionally managed wholesale tour company, possessing extensive knowledge, expertise and resources, specializing in group and individual tours throughout India and abroad.
· Worked as Customer Care Executive. Key Responsibilities included

Assisting and Aiding clients
· Providing general and specific advice to customers about different travel destinations 
· Advising the customer about travel information including required documentation and financial matters, such as appropriate exchange rates 
· Making arrangements for transport, accommodation, tours and activities.
· Making alternative arrangements for customers who have had their trips interrupted by unforeseen issues.
· Contacting airlines, hotels, and ground transport companies such as coach operators to make suitable arrangements.
General Administrative Tasks, Payments and Complaints
· Dealing with payments and complaints as well as documenting complaints in an efficient and diplomatic manner
· Performing general administration tasks 
Planning and Advertising promotions
·     Planning and preparing promotional material and displays to advertise different promotions 

· Making presentations to travel groups


	
	Go Indigo Airlines - 2007 to 2008
A leading domestic and international Indian airlines
· Worked as Cabin Crew. Key responsibilities included

Pre-Flight Duties 

· Carrying out pre-flight duties, including checking the safety equipment.
· Ensuring the air craft is clean and tidy and that the information in the seat pockets is up to date.

· Ensuring that all meals and stock are on board.
Welcoming, Making Announcements and Answering Passenger Questions
· Welcoming passengers on board and directing them to their seats.
· Making announcements on behalf of the pilot and answering passenger questions during the flight.

· Serving meals and refreshments to passengers
Selling Duty-free products

· Selling duty-free goods and advising passengers of any allowance restrictions in force at their destination.

Ensuring Safety and Comfort of passengers
· Demonstrate safety and emergency procedures and ensure that all hand luggage is securely stored away.

· Checking all passenger seat belts and galleys are secure prior to take-off

· Ensuring passengers comfort as well as providing special attention to passengers needing extra care such

       as diabetic, passengers in wheelchairs or the infants on board.
· Reassuring passengers and ensuring that they follow safety procedures correctly in emergency situations.

· Giving first aid to passengers where necessary.

· Ensuring passengers disembark safely at the end of a flight and checking that there is no luggage left 

        in the  overhead lockers

Paperwork
· Completing Paperwork, including writing a flight report.



	
	Bhatia Hospital, Mumbai - 2005  to 2007
A well-known hospital  providing all types of medical, surgical and OPD services



	
	· Worked as Front office executive. Key responsibilities include:

	
	Assist Patients
· Coordinating with different departments to ensure timely resolution of patient related queries 

· Taking admissions

· Provide Referrals to the patients
· Analyze patients on a fixed income or struggling to pay their bills in order to settle a suitable 
         monthly payment plan.
· Ensure that patients receive appropriate non-medical services, such as vegetarian meals 
        or needed toiletries.
Administrative tasks
· Handling calls
· Effectively dealing with administrative tasks, such as handling schedules and Patient accounts
Payments, Complaints and Feedbacks
· Remind patients of past-due bills.

· Communicate with Insurance Companies and the administrative staff regarding patient billing.
· Collecting data reports regarding patient encounters and complaints within the hospitals

· Properly record and scrutinize the complaints received. 

· Efficient dealing of complaints to completion and enabling proper care and satisfaction of the patients.

· Collect Feedbacks and handling requests by patients/patient’s family.

	
	Air Hostess Academy, Mumbai -2005
A leading academy providing training in Aviation and Hospitality Management



	
	· Worked as Customer Service Advisor. Key responsibilities include:

	
	Inviting for interviews & Providing course related information
· Tel-calling, inviting students for interviews and presentations and providing description about the courses 
Promotional Activities

· Helping the academy in promotional activities which are carried out for the purpose of  business
         development and Assisting in Colleges Canopies

	
	

	GENERAL COMPETENCIES & PERSONAL SKILLS

	
	· Energetic, smart, reliable, patient, enthusiastic and adaptable 

· Excellent document control, computer and co-ordination skills
· Strives for quality and applies process and discipline towards optimizing performance
· Highly self-motivated, well organized strong personality with positive & proactive attitude, passion for learning      

· Capable of handling & meeting tight deadlines and handling assignments independently.

· Ability to adapt easily & quickly to new technologies within given time constraints.

· Multitasking and strong commitment to deadlines.


	EXTRA CURRICULAR ACTIVITIES

	
	· Active participation in events like Dance and Athletics organized by school/college and have also won 
             certificates in Rashtra Basha exam.



	PERSONAL INFORMATION

	
	· I’m a confident Indian lady, born on 21st August 1986 who has good command over English, Hindi, Malayalam, Marathi and also speaks Basic Gujarati. 
· Height:5.6
· Weight:64
· Vision:Normal
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