CURRICULAM VITAE



Career Objective:

To be a part of an organization that does business with responsibility toward one’s own growth & society along with understanding the role of operations involved in delivering value addition to the Customer & profitability to the Organization where my knowledge and smart work will be recognized & nurtured.



SUMMARY OF SKILLS

· Qualified professional with a career spanning of over 3-4 years. Proven expertise in reporting, documentation, administration and maintenance with focus on authenticity and accuracy along with Customer service and Relationship. 

· A competent and diligent individual, offering efficient exposure across Data/ Office Management, Computer Operations and Client Relationship Management.

· Capable of handling a wide range of office functions involving business and commercial correspondence, legal and personal documentation, while consistently producing top-quality work.

· Highly organized with effective customer service skills at all levels to manage business aspects; keen business acumen in analyzing and understanding business requirements, customer-value maximization and develop new business and revenue streams.

· Demonstrated capabilities in managing process verticals with strong background in implementing process improvements and quality initiatives for desired performance levels.

Core Competencies:

· Operation Management • Documentation • Reporting • Administration • Maintenance • Sales Engg & Store Management• Liaison/Coordination • Quality Analysis • Team Management 

• Interpersonal Skills •Training •Analyzing & Reporting skills•

· Driven by high energy levels and technical competence I am confident of making visible contribution to company’s growth and profitability objectives.

Career Highlights

1) Gurfateh Passenger Transport - (Feb 2015 to at present)

Roles & Responsibilities 

Operation Manager:

· Analysis the requirement of transportation for a particular project and plan the actual number of the fleets required for that project.

· Coordinate with the finance department and submit the budgeted quotation or tender  for that project. 

· Meeting and negotiating with the client for passing the tender. 

· Sign a contract for the same and Successful implementation of Transportation facility to that project. 

· Effectively Managing, monitoring and developing a team of drivers and line managers.

· Arranging for the induction and training off all new staff.

· Developing and nurturing customer relationships.

· Maintaining accurate administrative records.

· Identifying operational issues, potential problems and opportunities.

· Resolving and managing queries and complaints courteously and efficiently.

· Appraising staff performance and also taking disciplinary measures when required.

· Ensuring all site and customer objectives are achieved.

· Possessing a good understanding of all relevant legal compliance and fleet controls.

· Regular Client meeting and maintaining the good customer relationship.

Fleet Management
· Analyze and determine what vehicles to purchase/lease, and how they are to be equipped.

· Create/update fleet policy and procedures, to include vehicle assignment, personal use, replacement policy, accident reporting process, and other procedures.

· Determine what fleet processes should be outsourced, to which suppliers they should be awarded, and to act as primary contact with all suppliers. Track supplier performance, and train drivers in using the programs.

· Manage the fleets as per the desired time table and schedule for smooth operation by 24X7 or as per the requirement.

· Making sure that all transport fleet vehicles are properly maintained and serviced, organizing the vehicle checks,

· Being the first point of contact for all drivers.

· Manage or perform regular lease vs. purchase analysis in concert with corporate finance/treasury departments.

2) HDFC BANK LTD - (June 2013 to Sept 2014)

Role & Responsibilities:

Personal Banker & Welcome Desk:
· Meeting operational standards by contributing information to strategic plans and reviews; implementing customer-service, productivity, quality, and security standards; resolving problems; identifying system improvements.

· Ensuring customer satisfaction by maintaining excellent Turnaround Time (TAT) for delivery & service quality norms.

· To manage retail branch activities i.e. Account opening, co-ordination with customers & follow-up with all the retail & local & corporate customers for sales like Life Insurance, Term Deposits , Recurring deposit, Saving account, Current Account, Agriculture account & Saving Max account, Trust accounts.

· To handle operational activities i.e. form checking, KYC documentary & updating into system also.

· Proficient in managing relationships for running successful branch operations & developing procedures and service standards for business excellence.

· Attend the customers and solve their curies and maintain the quality of service.

· To cross sell for Credit card, Mutual fund & other product like personal loan, T/w loan, Vehicle loan etc.

· To achieve monthly target & reporting to Branch Manager on daily basis.

· Maintaining the reports and files as per 5-S standards.

Lead Generation:

Also generated leads to Branch by interacting interested Customers, individuals with Retail Department Such lead generation is for products such as

· Account Opening – Saving a/c, Current A/c, Trust A/c

· Demat & Trading A/c.

· Insurance.

· Mutual fund.

· Term Deposits/FDs.

Cash Management (Teller):

· Working as a Teller since last 6 months.

· Handles all cash operations which are very crucial in the branch banking.

· Managing the Bank cash without disturbing the upper cash limits.

· Arrange physical cash for branch

· Arrange TT, TC and do Remittances for the customers.

· Issue DD  and MC to the customers

· Managing the exchange of foreign currencies.

· Process RTGS, NEFT and Fund Transfer request & to spool the report within cut off time. If any discrepancy found notice the same to the customer.

ATM Management:

· To sorting the physical cash & counting as well to load that cash properly and load it into ATM machine as per SOP.

· Arrange physical cash for ATM to serve the customers 24*7

· Handles all activities regarding ATM.

e.g. To help the customers, maintenance of ATM to serve the customers with flawless without interrupting. 

3) Shah Distributors of Industrial Enzymes and Agro Chemicals-(June 2010 to May 2011)

Roles and Responsibilities:

Sales and Operational Coordinator:

· To handle the sales counter and the customers during the desired hours.

· To maintain the visibility of the products this helps to increase the sales and profitability.

· Always be in touch with company professionals and the respective company stockiest as well as C&F agents.

· Developing long-term relationships with clients through managing and interpreting their requirements.

· To Check the stock and maintain the stock as per desired level to help supply chain management. 

· To maintain the inflow and outflow of the materials and products which increase flawless operations.

· Billing and maintaining the records for store purpose.

· Document handling and maintaining the records of the same.

· Handling the customer objections and queries as well as solve them by company standards. 



Educational Credentials:

	Degree
	Name of Institute/College/School
	Board  /University
	Year of

Passing
	%

	MBA
	Bharati Vidyapeeth’s Institute of Management Studies & Research,

Navi Mumbai
	University of Mumbai
	2013
	66.67

	B.E.

Biotech
	T.K.I.E.T. Warananagar, Kolhapur
	Shivaji University
	2010
	69.53

	HSC
	K.W.C. Sangli
	Maharashtra State Board
	2005
	66.00

	SSC
	N.K.V.S. Kupwad, Sangli
	Maharashtra State Board
	2003
	75.60


Additional Qualification: 

	1. Training on Grape wine processing based Entrepreneurship development 

    Programme from MITCON.

	2. Training on protein purification.


Academic Projects:

	Period
	Title of the Project 
	Name of Organization

	Summer 2011
	A survey on Customer Satisfaction of Airtel Digital TV
	Bharti Airtel Ltd.

	Winter 
	Market potential of Petrochemicals.
	


Extra Curricular Activities: 

1. Active member of Rotract Club of B.V.I.M.S.R. and placement committee in BVIMSR.
2. Participated in National and State level paper and poster presentation.                                       

Awards & Prizes Won:

1. Achieved 3rd rank in 2nd year of academics of BE.
2. Achieved 3rd prize in University level paper presentation.
Interest & Hobbies : 
 1. To get information about latest technology

 2. To travel and meet different kind of people.








 3. To play badminton and carom. 

        



Personal Details:

	1.Age                               : 27 yrs                       Date of Birth:       20/11/1987                   

	5.Language Proficiency : English, Hindi and Marathi
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