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Objective : Seeking a Secretary position where my knowledge of office administration, team building and effective communication skills can be utilized to facilitate smooth office operations
PROFESSIONAL EXPERIENCE 
Chartered Accountant of India





February 2015 - March 2016
Position: Customer Service cum Secretary
Nature of job: auditing, filing of income tax returns and basic computer work.

Job Profile:

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution
· Deal with and monitoring all incoming telephone and visitor enquiries, responding to emails and letters, efficient data and file management. Opening and dispatching mail.

· Provide administrative support to Manager in relation to daily business activities.
· Keep records of client contacts
· Undertake photocopying, scanning and formatting of documents.

· Ensure office records are kept and an efficient filing system is in place and up to date.

· Manage the Manager’s Diary on a day to day basis for efficient business meetings.

· Deal with any external suppliers, orders and simple queries.

· Other duties as and when required - arranging internal meetings by maintaining the shared calendar, assisting with the work of other colleagues as required and communicating appropriately with internal and external contacts.
· Prepare general correspondence, travel requests, and take notes. 

Kamat Force Motors – Cortalim



     
January 2012 - January 2013
Position: Indoor Sales Executive 
Nature of job: providing customers with first hand information about various vehicles. 
Job description:
· Customer relationship management
· Maintaining all types of customers within a specific geographic territory through building lasting relationships and enhancing customer satisfaction through telephone contact or face-to-face.
· Building professional and appropriate relationships within customer organisations in order to meet the customer needs.
· Supports and follows corporate guidelines related to new starter policy (follow-up call)
· Provides a channel of communication between company and the customer, facilitating resolutions of complaints and queries (service failures, invoice queries).
· Ensure that the customers are kept up to date with relevant vehicle information.
· Establishes appropriate relationship and communicates with other functional areas.
· Registration and assignation the customers' orders and priorities to the couriers' team in an efficient and professional manner
Skills:
· Dedicated and hardworking; able to prioritize and complete multiple tasks and follow through.

· Ability to work on own initiative as well as being part of a team.

· Creative, resourceful and flexible, able to adapt to changing priorities and maintain a positive attitude and strong work ethic. 

· Strive to the completeness of work at the accurate time with strong importance to details.

· Patience and ability to interact with staff.

EDUCATIONAL QUALIFICATION
· SSC - Certified by Goa Board passed in 2008
· HSSC - Certified by Goa Board passed in 2010
PERSONAL INFORMATION

· Nationality

: Indian  

· Religion

: Christian 
· Marital Status

: Single     

· Gender


: Female   

· Languages

: English, Hindi & Konkani 
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