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Personal Data:
Date of Birth
:  20.07.1991
Gender

:  Male

Height

:  182 cm
Marital Status
:  unmarried
Nationality
:  Indian

LANGUAGES KNOWN:

English, Hindi & Punjabi. 
VISA STATUS
Visit Visa
	CAREER  OBJECTIVE:
To succeed in an environment of growth and excellence and earn a job which provides me job Satisfaction and self development and help me achieve personal as well as organization goals.
EXPERIENCE:
Working Experience: 

1. Computer Operator  & Service Advisor Bajaj (Lovely Autos) (1.5 years)(2010-11):
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· Greeting customers and scheduling service appointments. 
· Writing service orders and descriptions of problems and repairs.  
· Develops estimates by costing materials, supplies, and labour, calculating customer's payment, including deductibles.
· Estimating the cost, time needed for repairs and Test-driving vehicles to confirm service repairs
· Worked closely with data entry operators and help desk staff to coordinate strongly giving company an accurate and timely computer processing cycles.
· Responsible for call customer to inform them of changes in service or let them know their vehicle is ready for pick up.
· Responsible for put the entries on C programming language and excel.
· Responsible for send email on daily basis for remind the customer do service on time.
· Enter commands, using computer terminal, and activate controls on computer.
2. Administrator & Sales Head at  Edge: (9 Months 2016):           
· Responsible for maintenance of daily basis data & cash inflow in excel.
· Strategic Planner for promoting the brand.

· Responsible for average handling time & addressing customer complaints on secondary level.

· Responsible for team building and completing service level agreements par excellence.
· Contributes to team effort by accomplishing related results as needed.
· Responsible to check repeat call percentage with first time resolution methodology.
· Responsible to handle the employees of sales (executive).
· Implements national sales programs by developing field sales action plans.
3. Retail Sales Executive Raymond Ltd: (1Year) (2013-2014):         [image: image3.png]



· Ensuring customer satisfaction by providing superior customer services.
· Achievement of the Sales Targets 

· Working on behaviours and attitudes 

· Uplifting service culture in the stores

· Analysing the sales targets and putting cent percent to achieve
EDUCATIONAL QUALIFICATION :
· High school & higher Secondary from Punjab School Education Board (PSEB).

· B.C.A. through Punjab Technical University.
· M.B.A. (IT & MARKETING) through Lovely Professional University.
· One year Diploma in Computer Hardware.

COMPUTER SKILLS:
· Office Automation (MS office).
· Internet & Emailing with Outlook Express.
· Computer Hardware & Software.

· Windows Installation/ Up gradation.

· Done projects in VB.net and ASP.net (Microsoft Visual Studio) 
PERSONAL  SKILLS:
· Able to develop new skills explore & exploit new ideas.

· Friendly & pleasing mannered who can get along with people well.

· Strong Verbal & written communication skills.
· Ability to work calmly & methodically under pressure.

· Willingness to take direction & can confidently deal with arrange of given tasks.
· Accomplishes tasks with minimum supervision & quick in grasping new concept and ideas.

KEY ATTRIBUTES:
· Confident in dealing with People at all levels.

· Analysing administrative processes & procedures for possible improvements.

· Thriving in a dynamic business environment where accuracy, hard work & flexibility are imperative.
DECLARATION :
I hereby declare that the above mentioned details are to the best of my knowledge and I shall be grateful if you give me a chance to be interviewed. I would then be able to give you details about my work, which should help you in judging my suitability for the post.






Yours faithfully,
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