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CAREEROBJECTIVE:
A challenging position in an organization which gives me an opportunity to turn my technological learning into value for success of the organization and leading to a growth oriented career.
PROFESSIONAL WORK EXPERIENCE: 

Organization:




Tenure:


January 2016 – Till Present
Designations:


Tele sales Executive
Responsibilities:




· Communicating with customers over the phone.
· Making outbound calls to prospective businesses and gathering information.
· Booking appointments for sales teams and making notes of dates for follow up calls.

· Making calls to a large volume of cold, warm and hot leads on a daily basis. 

· Logging all phone calls and updating customer records with comments. 
· Identifying customer needs and resolving customer queries.

· Exceeding customer expectations through exceptional customer service.

	


Organization:


Vision Academy
Tenure:


October 2014 – July 2015
Designations:


Administrative cum Office Assistant
Responsibilities:




· Performs administrative and office support activities for multiple supervisors.

· Fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing.

· Supports the office or facilities manager in various administration duties, including facility and general maintenance services.

· Inputs information quickly and accurately from a variety of sources into a computer database.

·  May take customer orders and enter them into a tracking system.

ACADEMIC EDUCATION:
· B.TECH in Computer Science and Engineering from Younus College of Engineering and Technology (University of Kerala) with 69%

COMMUNICATION AND INTERPERSONAL SKILLS:

· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple projects with minimal supervision.

· Have a good level command over English ,Malayalam, Tamil and Hindi Languages.

CERTIFICATION/ ADDITIONAL SKILLS:

· MS Office

(All versions, esp. MS Word, MS Power Point and MS Excel)
· MS Excel


(MS Formulae, Reports Automation, Macros, Presentations w.r.t. Analysis)

· Document control
· Executive Secretary

INTERESTS AND HOBBIES:

· Hobbies include anything to do in arts, music, poetry, reading historical books, philosophy and all religious books. Enjoy and actively participate in a wide variety of sports, political discussions, and creative activities.
PERSONAL INFORMATION:

Date of Birth

:
01/05/1993
Gender    

: 
Female
Nationality: Indian

Marital Status:Single
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