CURRICULUM VITAE
NIKITHA 

E-mail: nikita.344724@2freemail.com 

Objective:-
To work in an environment which offers a good opportunity to share my knowledge and skills with others and participate my self and work towards for a complete satisfaction of the company.
Personal Details:-
Name



:
Nikitha


Nationality 


:
Indian 
Date of Birth


:
22-09-1984
Gender


:
Female 

Religion


:
Christian 

Marital Status


:
Married  
Languages Known

:
English, Hindi, Marathi and Konkani

Passport Details:-
Date of Issue


:
16-06-2009


Date of Expiry

:
15-06-2019
Place of Issue

:
Mumbai 

Visa Status


:
Residence
Educational Qualification:-
B. Com Passed with 1st Class in 2006 

H S C Passed with 1st Class in 2003

S S C Passed with 1st Class in 2001

Other Qualification:-
 Diploma in Office Automation & Graphics 

Short term course in Commercial Application
Work Experience:-
1) Worked as a Technical Support Associate level III in Convergys India Services Private Limited for Five year and Four Months (May 2011 to September 2016) 

      Job Responsibilities: 
· Analyzing/Reviewing feedback reports of customers and service center related to HP products and preparing presentation related to their feedback.
· Sharing presentation with clients and discussing how to improve negative feedback.
· Accessing customer PC remotely and troubleshooting technical issue.
· Educating customer in regards to performance, tune up and maintenance of computer via chat and remote access.
· Researching on new software and new updates.
· Helping customers via calls to create orders and educating them regarding the current recall of HP products.

· Helping customer with technical issues related to Tom Tom Navigation devices via chat and e-mails maintaining the service level.
· Providing important feedbacks related to website and products to concerned teams.

· Guiding new hires and providing process related job training to them.
2) Worked as a KPO-Executive (Legal Editor) in Datamatics Global Services Ltd. for 3 years (March 2008 to March 2011) 

      Job Responsibilities: 
· Quality checks, checking cross references, references within codes and other editorial notes.
· Drafting Amendment Notes for US Jurisdictions. 

· Solving or escalating the technical queries raised by the team and maintaining query log if required.
· Providing training to vendors and new hires. 

· Attending conference calls with the clients.
· Client Feedback analysis and incorporation.
· Work under strict deadlines in order to adhere to the TATs.
Achievement:-
· Won Team award two times for excellent quality work in Indiana Jurisdiction Supplement.
· Won Team award for excellent quality work in Amendment note writing project.
· Won Team award for excellent quality work in New Hampshire and Hawaii Jurisdictions.

· Won Lexis – Nexis Vendor Partner Recognition Award for Texas Retro Historical Citations Project for excellence in work and meeting challenging deadlines.
3) Worked as a Asst. Merchandiser in Sanghavi Jewel Private Ltd in 1 year (February 2007 to February 2008) 

      Job Responsibilities: 
· Co-ordinate with Designers, Card department and Marketing department.

· Daily follow up with Model department.

· Maintaining bio-data’s of sample of jewelry.
· Preparing monthly reports of client’s sample jewelry development and in house development.

· Scanning Designs and Making Presentation.
· Preparing Quotation on Designs selected by customers.

Hobbies:-

· Photography.
· Cooking.

· Trekking
Declaration:-

I hereby declare that the above mentioned statement is correct & true to the best of my knowledge & belief.

Place: 

Date: 







NIKITHA 
