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LANGUAGES  KNOWN :
ENGLISH, HINDI , MARATHI, KONKANI (MOTHER TONGUE) 

























	

OBJECTIVE:
TO ACHIEVE FORMIDABLE CAREER GRAPH BY ACQUIRING A SET OF SKILLS 
FOR SELF-DEVELOPMENT & FOR THE GROWTH OF THE ORGANIZATION.



EDUCATIONAL QUALIFICATION:

2014  MASTER OF COMMERCE (ACCOUNTANCY)
MUMBAI UNIVERSITY (INDIA)

2012  BACHELOR OF COMMERCE
MUMBAI UNIVERSITY, (ELPHINSTONE COLLEGE)
INDIA.

2009  HSC
MUMBAI UNIVERSITY, (ELPHISNTONE COLLEGE)
INDIA.

2007  SSC 
MAHARASHTRA BOARD,(HOLY NAME HIGH SCHOOL)
INDIA.




COMPUTER LITERACY:

· MS OFFICE (WELL SERVED IN WORD, EXCEL & POWERPOINT)
· PROFICIENT IN USE OF INTERNET APPLICATION
· DTP
· 2D ANIMATION- FLASH


























	










































	



































	



PERSONAL DATA:


DATE OF BIRTH :
8th APRIL, 1991.                     




SEX                        : 
FEMALE




RELIGION             : CATHOLIC




MARITAL STATUS: UNMARRIED











INTERESTS :
LISTENING MUSIC,
TRAVELLING,
WALKING, SURFING INTERNET, TRAVELLING
AND WALKING





























	


WORK EXPERIENCE

ORGANIZATION:  INTERNATIONAL BOOK HOUSE PVT. LTD. (INDIA)

DESIGNATION     : CUSTOMER RELATION EXECUTIVE

DEPARTMENT     : DIGITAL SALES & MARKETING (EJOURNALS & EBOOKS)

PERIOD                 : NOVEMBER 2013 TILL DATE

RESPONSIBILITIES

· COORDINATING AND STREAMLINING FIRMWIDE BILLING AND INVOICING PROCESSES

· ANSWER CALLS PROFESSIONALLY TO PROVIDE INFORMATION ABOUT PRODUCTS AND SERVICES, TAKE/ CANCEL ORDERS, OR OBTAIN DETAILS OF COMPLAINTS.

· KEEP RECORDS OF CUSTOMER INTERACTIONS AND TRANSACTIONS, RECORDING DETAILS OF INQUIRIES, COMPLAINTS, AND COMMENTS, AS WELL AS ACTIONS TAKEN. PROCESS ORDERS, FORMS AND APPLICATIONS.

· MANAGING CONSISTENT INTERNATIONAL COMPLIANCE WITH PROTOCOLS AGREED WITH CLIENTS

· PREPARING REGULAR AND AD HOC MANAGEMENT REPORTS ALIGNED TO CLIENT AND TEAM NEED

· ANSWERING REQUESTS FOR INFORMATION ON CAPABILITIES AND CONTACTS WITHIN THE FIRM

· ORGANISING AND PREPARING FOR CLIENT MEETINGS E.G. REVIEWS AND PITCHES AND ENSURING FOLLOW UP

· FOLLOW UP TO ENSURE THAT APPROPRIATE ACTIONS WERE TAKEN ON CUSTOMERS' REQUESTS.

· REFER UNRESOLVED CUSTOMER GRIEVANCES OR SPECIAL REQUESTS TO DESIGNATED DEPARTMENTS FOR FURTHER INVESTIGATION.




























	







PLACE OF ISSUE:
MUMBAI


DATE OF ISSUE:
23.10.2013


DATE OF EXPIRY
22.10.2023


































	

ORGANIZATION:  FIRST SOURCE SOLUTIONS PVT.  LTD. (INDIA)

DESIGNATION  : CUSTOMER RELATION ASSOCIATE 

PERIOD             : AUGUST 2012- MARCH 2013


RESPONSIBILITIES:

· DRIVING ACTION TO ACHIEVE THE OBJECTIVES IN EACH TEAM'S KEY CLIENT PLAN 
· DEVELOPING AN UNDERSTANDING OF THE CLIENT’S BUSINESS AND STRATEGY, KEY DECISION MAKERS, COMPETITOR ACTIVITY AND MAKING RECOMMENDATIONS FOR ACTION 
·  MONITORING AND ANALYSING KEY DEVELOPMENTS IN THE CLIENT’S BUSINESS AND COMMUNICATING THESE WITHIN THE TEAM, IDENTIFYING OPPORTUNITIES FOR NEW BUSINESS 
· MAINTAINING AND REGULARLY REVIEWING KEY CLIENT PLANS, DRIVING ACTION AND PREPARING FOR ANNUAL REVIEW WITH CLIENT REVIEW GROUP 
· COORDINATING AND CONTRIBUTING TO RESPONSES TO FORMAL AND INFORMAL PITCH OPPORTUNITIES 
· BUILDING OWN RELATIONSHIPS WITH CLIENTS, ACTING AS KEY POINT OF CONTACT WHERE APPROPRIATE 
· COORDINATING THE FIRMWIDE NETWORK OF RELATIONSHIPS / COMMUNICATIONS










































	
	






PERSONAL ATTRIBUTE:


· EFFECTIVE CO-ORDINATION & INTERACTIVE
· DEDICATION AND APPLICATION TOWARDS THE ORGANISATION
· EAGERNESS TO LEARN THINGS
· ABILITY TO PERFORM UNDER HIGH PRESSURE AND DEADLINES
· ABILITY TO WORK AT DIFFERENT TASKS AT A TIME GIVING PROPER PRIORITY.
· GOOD AT LEARNING NEW THINGS QUICKLY.
· EXPERIENCE OF WORKING IN TEAM AS WELL AS ON INDEPENDENT BASIS.



Declaration:	

I HEREBY DECLARE THAT ALL INFORMATION MENTIONED ABOVE IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE



PLACE: 
DATE:








