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RESUME

ANJALI  
Date of Birth: 3rd SEP 1989


OBJECTIVE
Seeking a position in the organization that provides me ample opportunity to explore & excel in the field of corporate while carving out the niche for personal, professional as well as organizational goals.


SUMMARY OF SKILLS
· Accented with the latest trends and techniques of the field, having an inborn quantitative aptitude & determined to carve a successful and satisfying career in the industry. Enriched with the ability to learn new concepts & technology within a short span of time.

· Habitually use a systematic approach in objectively identifying the real source of a given problem. Design solutions, think skeptically & test the theories (related to the research works) in order to prove and improve the final product.

· Well developed communication skills with reputation of unwavering accuracy, credibility & integrity, exceptional presentation skills with the ability to perform above expectations. 

· Highly motivated, positive and goal-oriented, with analytical approach, conceptualization as well as the ability to build and lead effective teams. An effective team player with exceptional planning and execution skills coupled with a systematic approach and quick adaptability.

EDUCATIONAL CREDENTIALS 
POST GRADUATION- M.P.M-Appeared (Masters of personnel management) 2015

BAMU University
GRADUATION -B.C.A (Bachelor of computer applications) 2011
BAMU University

HIGHER SECONDARY 2008
Maharashtra State Board

SENIOR SECONDARY 2006

 Maharashtra State Board.



Work Experience :

Front office Executive (Admin) 01st Dec 2011 -17th Dec 2012
Job responsibilities

· Room reservation handling

· Welcome host for guests

· Taking care of Smooth check in & check out of guests

· Arranging comfort stay of corporate long term guests

· Processing C Forms of foreign guests

· Taking care of guest relationship by taking their feedbacks

· Varroc Engineering Pvt Ltd
Sr. officer (Travel Management) 25th Dec 2012-05th May 2015
Job responsibilities

· Hotel booking domestic & international for clients as well as employees

· Taxi booking domestic & international for clients as well as employees

· Train booking domestic & international for clients as well as employees

· Conference room booking for training & get together purpose 

· Processing visa documents for employees & clients

· Arranging invitation letter from other companies & embassy

· Data entry –Maintaining all booking in excel files

· Preparing monthly & quarterly reports 
· Dhanuka Agencies Pvt Ltd

Business Development Manager (Sales& Marketing) 07th May 2015-11th April 2016

Job responsibilities

· Visiting Architects 

· Visiting Dealers

· Handling customer relationship
· Telecalling

· Co-coordinating architect & carpenter meets

· Proper follow up for creating sales

· taking care of order & dispatch of material

· Data Entry 

· Preparing sales report

· Monthly reporting to MD  


Extra Curricular Accolades:

· CERTIFICATION IN VARIOUS SPORTS LIKE SWIMMING , KABDI ETC

· ALSO WON PRIZES IN HOBBIES LIKE DANCING ON INTER SCHOOL LEVEL

· AND CERTIFICATION IN N.C.C(NATIONAL CEDIT CORPS)

· CERTIFICATION IN COLLECTING MAXIMUM FUNDS FOR PATIENCE SUFFERING FROM CANCER AIDS ETC
System Knowledge:-
1. Certification in MS-CIT

2. Certification in C,C++

3. Certification in JAVA Core+ ADVANCE  JAVA

4. IDS Software Basic Knowledge

Hobbies: Reading, Listening to Music, Swimming, Playing Basketball

Reference:-Available on request.
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