Date:07/6/2015

Champa 

Champa.313369@2freemail.com 

OBJECTIVE_______________________________________________________

Looking for a career that offers innovation, excitement and challenge in this fast changing world. I wish to work in an organization which imbibe work culture & give emphasis on innovation, team work and quality works/products. I aspire to work in a harmonious culture which provides sufficient scope for both personal and professional growth. I have acquired professional ability and skills to enhance value addition of organization and self.

Professional Experience :
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	Company
	
	:
	Sunny Enterprises

	Designation
	
	:
	HR Executive

	Duration
	
	:
	Since Oct 2014

	Professional Experience
	

	Company
	
	​:
	​M/S DHL Express (I) Pvt. Ltd.

	Company Profile
	
	​:
	​DHL Express (I) Pvt. Ltd. Is a leading International courier

	
	
	
	
	company  for  logistics  &  courier  services.  It  is  also

	
	
	
	
	sister  concern  with  Blue  Dart  for  domestic  courier

	
	​:
	
	services.

	Designation
	
	Store Supervisor.

	Duration
	​ ​ :
	September 2007 to oct 2013.

	Department
	
	:
	Retail.


Job Profile / RESPONSIBILITIES:-
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STORE MANAGEMENT & CUSTOMER DEALING

Meeting with customer cold & warm calls. Preparing duty roster & store P&L . Assisting store manager in day to day activities .Ensure all store merchandise in

place. Purchasing all store stationary.

· To prepare the sales plan, sale report and delegates the target & Training to fresher
· Meeting existing customer take feedback on regular basis .
· Handling customers quarry through telephone and in person
· keeping the track of shipment
· Prepare the cash collection report
· Knowledge of VAT and other compliances.
· Keeping track of bill entry.
· Prepare MIS Report. Daily sales report.
· Involved in Marketing Business Development.
October 2005 To November 2006:-

​

Company

Duration



:

:



Reliance communication

October 2005 to November 2006

Position Held


​ ​:



Customer care Executive.

​

Educational Qualification :-
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	Course
	
	Board/University
	Year of Passing

	High School (10)
	
	K.V.Maligaon (CBSE)
	1998

	
	
	
	
	
	

	Intermediate (10+2)
	
	K.V.Maligaon (CBSE)
	2000

	Graduation (B.COM.)
	
	Guwahati University
	2003

	
	
	
	
	
	



PROFESSIONAL QUALIFICATION

· One year Computer Course completed from C.Dac Guwahati.
Computer Proficiency:-

· Windows Operating system 98, 2000 & XP.
· MS Office : Word , Excel , PowerPoint , Outlook Express
Personal Strenghts:-

Devotional and honest approach towards my working.

Coordinating​ and cooperative behavior within the team.

	
	

	
	
	
	
	

	
	
	

	Sex
	​ ​ ​:
	​Female

	Marital Status
	​ ​:
	​Single

	Home Town
	:
	
	Guwahati (Assam)


Nationality
​ ​:    ​Indian
​

Linguistic Ability
:​
English,​ Hindi,Bangali and Assamese.

Hobbies
​ :​ Internet​ Surfing and keep exploring websites for professional

Up-gradation.

I hereby declare that above written particulars are true to best of my knowledge and belief. As I belong to Guwahati, I would prefer to work in my home state to fulfill my cherished dreams.

With regards

