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Priya 
Objective


· Hardworking front desk receptionist with excellent communication skills and a pleasant        personality, can multi-task efficiently and adjust as per changing environments.

· Proficient in computer/software, Internet and E-mail tools.

· Front office position, where I can help in creating a positive image of the firm by politely and effectively communicating with clients.

· Responsible for establishing and maintaining a effective document control systems.
· Ensuring that all design documentation is accurate, up to date and accurately distributed to relevant parties.
Professional Synopsis
• Strong IT, database and communication skills.
• Experience with document control packages such as A site.
• Excellent interpersonal skills and a professional telephone manner.
• Utilizing a range of office software, including email, spreadsheets and databases
• Ability to evaluate, prioritize, organize and delegate work schedules.
• Proven decision making skills.
• Able to react quickly and effectively when dealing with challenging situations. •Assisting departments with  queries on documentation requirements & submissions. 
QUALIFICATION:
· 10th done from H.P. Board

· 10+2 done from CBSE Board

· B.A.  Shridhar university

· B.C.A  Kurukshetra university
Computer literacy

· Basic knowledge of Computer.

· MS / Excel, MS / Microsoft office word.

EXPERIENCE:

Presently  Organization          :  
          Bosch diesel (Dubai)

Designation

            :
          Front desk receptionist /Document controller

Duration


            :
           March 2014 to Since

· Demonstrated ability to maintain a pleasant, positive, and courteous demeanor continually.

· Well-versed in greeting visitors, scheduling appointments, and handling administrative and clerical duties

· Positive attitude and disciplined work ethic

· Adept at answering phones, faxing, and filing

· Computer savvy: Proficient in MS Office (Word, Excel, PowerPoint and  Outlook)

· Enjoy working with diverse people and able to multi-task

WORK EXPERIENCE
Front Desk Receptionist/Document controller
· Welcome visitors, guests and customers as they arrive

· Provide information asked for and direct them to the right departments

· Assist visitors and customers to the right staff member
· Managing & maintaining a Meridian document control system

· Checking dispatch documents are accurate
· Responsible for maintaining hard copy information
· Handle telephone calls and direct them to the right recipient

· Distribute incoming mail and manage outgoing correspondence

· Schedule meetings and conferences

· Hand out employee application, memos and notices
· Issuing &distributing controlled copies of information
· Provide advice on procedures of issue & methods in accessing the system ,ensuring all documents are as up to date as possible within electronic filing system
· Maintaining a tracking facility to enable documents to be updated easily

· Scanning in all relevant new documents
· Reorganized the visitor / guest check in and out procedure by introducing an automated identification system

· Assisted in scheduling appointments

· Assisted in coordinating office activities

· Provided valuable support to the marketing department in executing a particularly complex marketing routine

Last Organization          
            :   
Competent Synergies

Designation

            :
Trainer

Duration


            :
March 2014 to September 2014

Responsibilities

· Active participation in Hiring of new associates

· Conducting Training of new batches and ensuring 100% quality in terms of providing service to the customers

· Maintaining all related records and reports

· Ensuring the training effectiveness of batches handed over to Operations

· Participating for FUN and CARE activities and managing all the activities across the location

· Floor support to the team

· Regularly conducting new update sessions

· Maintaining & improving the quality of the associates by reducing their gap areas

· Regular Refresher Trainings

· Participate actively in the mentoring of associates

· Initiating different small R&R programs to boost the morale of employees

· To conduct Process & Refresher Training based on the training need analysis and inputs from the client. Doing analysis and sharing with all concerned. Managing On Job Training for all process training batches

     Previous Organization          
:
Tech Mahindra & IBM

Designation


:
Customer Care Executive

Duration


            :            March 2011 to Jan 2013

Responsibilities

· Handling queries and complaints of a customers

· Assisting team members in answering the queries and Briefing the team for new updates 

· Quality analysis for the team to ensure proper quality is maintained

· Audit calls of new hires and assure their revision on regular updates.

PERSONAL DETAILS:

· Sex                          :       Female 

· Nationality                :       Indian

· D.O.B.                      :       30-04-1990

· Age

             :
       24 Yrs

· Marital status    
    :       Unmarried

· Language          
    :        English, Hindi, Punjabi
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