RESUME 
PROFESSIONAL SUMMARY 

6 Months working Experience in the Sales and Marketing Field.

Designation
: Tele Sales Representative 

Key Responsibilities 

· Contacts customers directly by telephone to make sales or support field sales representatives by setting appointments or qualifying prospects

· Builds repeat sales through strong customer relationships by focusing on customers’ wants and needs

· Sells the products and services of the company by calling prospective clients and explaining them about the products and it benefits
CAREER OBJECTIVE  
I will know about the nature of my work. Moreover, I will attempt to know about the various processes which form my job. By doing so, I will be able to do my job more proficiently. On the other hand, I shall implement my knowledge into the practical world and I will always try to use my skills like honesty, devotion towards my job, punctuality etc.
CAPABILITIES 
Duties and capabilities 
· Capable to Perform administrative and office support activities
· Capable to Provide general administrative and clerical support including to management
· Capable to maintain electronic and hard copy filing system
· Capable to Perform data entry and scan documents
· Capable to Assist in resolving any administrative problems
· Capable to Prepare and modify documents including correspondence, reports, drafts, memos and emails
· Capable to Schedule and coordinate for meetings, appointments and travel arrangements for Managers
· Capable to Create and revise systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes
· Capable to create spreadsheets and presentations, and filing
· Capable to Contribute of team effort by accomplishing related results as needed
TECHNICAL SKILLS
· Knowledge in Microsoft office (Word, Excel, Power Point, Outlook, etc.)
· Knowledge in computer and peripheral devices
ADMINISTRATIVE SKILLS 

· interpersonal and team building skills
· analytical and problem solving skills
· effective verbal and listening communications skills
· attention to detail and high level of accuracy
· effective written communications and organizational skills
· stress and time management skills

· computer skills including the ability to operate spreadsheet and word processing programs
· decision making skills
KNOWLEDGE 
· Knowledge of office administration
· Ability to maintain a high level of accuracy confidentiality concerning financial and employee files
STRENGTHS
· Reliable, Hardworking, Motivated and attentive to details.
· Able to work independently or with a team
· Able to work under pressure

EDUCATIONAL QUALIFICATION
· Doing MBA – Human Resources (Distance learning) From Bharathiyar University, Coimbatore, Tamilnadu

· Graduation in Science (BSc Zoology) with First Class (68% Marks) from University of Calicut - 2014
· Higher Secondary School (+2) passed with First Class from Board of higher Secondary Education, Govt. of Kerala - 2010
· Secondary School Leaving Certificate (SSLC) passed with First Class with Distinction from General Education Department, Govt. Of Kerala – 2008
PERSONAL DETAILS

· Date of Birth


: 20/12/1992
· Gender 


: Female    
· Marital Status


: Married   


· Nationality


: Indian


· Visa Status


: On husband’s (dependent) visa

· Languages known

: English, Tamil and Malayalam
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