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	PROFESSIONAL PROFILE


Graduated in Computer Science with overall experience of 4 years as front desk, customer service executive, inventory handler, logistics coordinator.  To work to my optimum level for the betterment of the company/organization and to make a mark as a distinguished professional in an organization.
	WORKING EXPERIENCE


Company: KGT Communications. (Technocare L.L.C)
Designation: Domestic logistics coordinator, Inventory handler, Front desk customer care. 
Period: from Feb-2015- till date. 
	RESPONSIBILITIES


· To manage daily domestic logistics co-ordination for major mobile brands on behalf of the organization

· Responsible for managing end to end serviced units dispatch under strict timeframe
· To manage process flow under as per principle SLA’s.
· To manage logistics related escalation in conjunction to customer care team

· Responsible for high level customer service as front desk executive and on call support to customers / clients

· Responsible for handling service related / system issues on own capability 
· Responsible for  regular monitoring and reporting to management 
· Responsible for in-house technical / system training to teams in accordance to new system updates
· Required high level of accurate date verification and analysis. 
· To maintain a friendly customer rapport and timely solutions
· To utilize analytical and prompt management skills on timely occasions.
	WORKING EXPERIENCE


Company: HCL INFOSYSTEM PVT LTD

Designation: Front office executive and co-coordinator 
Period: from oct-2012-june-2014
	RESPONSIBILITIES


· Co-ordinate with Director and organize assigned work(creating call id on  SAP CRM, generating MR)
· Support and co-ordinate with RCCM to reduce the pendency of work.
· Timely follow up with employees to monitor their work and achieve performance.
· Coordination and management of the information desk and call centre team.

· Coordination and management of the Front of the House staff team and services.

· To report customer feedback and concerns to manager in order to promote customer satisfaction.

· Conduct regular monitoring and updating of reports.
· MIS maintenance.
· Call closure.

	Project undertaken (ORGANIZATION HCL INFOSYSTEM PVT LTD)


Hcl care multibrand services across India.
HCL Care, support and service division of HCL Info systems, today said it has launched around 170 multi-brand service centers across the country to offer a host of services across mobility, IT and consumer electronics and home appliances.

Currently, we have 18 company owned centers and 150 franchisee-owned outlets across the country. We plan to reach 500 locations by June 2014,” HCL Care senior VP and Business Head Sayantan Nandi said.
	EDUCATIONAL QUALIFICATION


· 12th from May flower school, Patna with 50% aggregate.
· 10th from Patna Muslim High School, Patna with 56% aggregate.

	TECHNICAL  QUALIFICATION 


· B.E. in Computer Science Engineering from Vels University, India with 67% aggregate (2012).
· Workshop on “Computer Networking” conducted by Sans bound in VELS University 

· Attended a seminar conducted by Digiscape Gallery in VELS University.

	CO-CURICULLAR ACTIVITIES


· 6 month course in “Diploma in computer progamming”from mother Teresa educational trust.
· Participated in one day workshop on “computer networking” in Vels university.

· Participated in national seminar on “merging open source technology”

            At Vels university.
· Successfully organized Intra College Symposium in VELS University.

· Attained Data Archaeological Quiz in VELS University.
	AREA OF INTEREST


·  back office, operational executive. customer handling.
	STRENGTH


· Good communication, collaboration & team building.
·  Highly organized..expert in multi-tasking &prioritizing .skillfully manage project start to finish.

· Resourceful problem solver..adapt in anticipating& analyzing problems then formulating solution.
· Time-efficient, systematic working methodology.

· Rapid adaptability to new problem-solving and new locations.
· Flexible& Adaptable..

· Fast learner and have a great presence of mind.
	PERSONAL PROFILE


Date of Birth


:
23-02-1991
Sex



:
Female

Marital Status


:
Unmarried
Hobbies


:
Reading newspaper, listening music 
Language known

:
English, Hindi, Urdu (Read, Write and speak).
