Sonali 



A Management position in which acquired expertise, creative talents and commitment to excellence will have valuable application. Desire a position with career growth potential. 


Innovative professional with 15+years of progressive experience  and the skills to drive business growth, capitalize on new revenue potential, and manage all aspects of daily business operations. 

Expertise in  client relations and needs assessment, marketing, financial management, , administration, and staff training, supervision, motivation and monitoring. 

Facilitate a team approach to achieve organizational objectives, increase productivity and enhance employee morale. 

Quick study, with an ability to easily grasp and put into application new ideas, concepts, methods and technologies. Dedicated, innovative and self-motivated team player.

Comfortable leading diverse group concentrating on initiatives such as quality improvement, employee satisfaction, work equity concerns, and establishing counter measures as required.

Ability to interpret and apply policies and standard procedures to a diverse array of problems within the program area; interface and coordinate with other departments. Clearly communicate ideas and recommendations orally and in writing to a wide spectrum of contacts; effectively present information; and establish and maintain cooperative working relations in a multicultural environment.

Skilled in communicating with internal departments and senior management, assisting sales with site visits and managing customer expectations. Possess a track record of success in generating revenue, and developing long-term relationships with clients.

Excellent time management, prioritizing, multi-tasking, organizational and communications skills at all levels 

Able to learn quickly, make effective decisions, keen instincts for problem resolution as an effective team member 

Working as Customer Relation Advisor in Tech Mahindra Services Pvt.Ltd.s since 15th March 2010-- Till date

Key responsible areas:

Responsible of handling customers queries and giving the right resolution to the them, training new comers,managing their performance helping them with day to day update, also make them confident as they can work individual and maintain their own Performance and achieve targets.
Worked as Customer Relation Advisor in Zenta Pvt.Ltd. since Oct  2006 -  10th March 2010

Responsible of handling customer’s queries and giving the right resolution to  them, it was collection Process for Chase Bank.

Always made sure to achieve Targets

Worked as Regional Manager in Computer Station Inc. company  from Oct  2002 -  October 2006
Key Responsible Areas: 
Responsible for identifying, planning and executing needs for training, performance, educational programs, while locating and recommending available resources to attain organizations objectives and enhance employee development. 

Working with the senior leadership team for Management and Organizational Development initiatives to drive people, productivity and organizational initiatives to ensure the success of the organization. Task to develop and deliver development programs across the organization that ensures a measurable performance impact for the organization. 

Leading a team of ten members concentrating on initiatives such as quality improvement, employee satisfaction, work equity concerns, and establishing counter measures as required.

Create Schedules, Action Plans, Policy and Procedure Manual Revisions. 

Responsible for implementing and maintaining compliance with all government and personnel policies, procedures and regulations with the responsibility of ensuring all contracts, reports and forms were completed properly and on time. 

Conduct employee evaluations for strength and weakness and performed cross-training exercises for competency and efficiency 

Recognized by senior management on numerous occasions for exceptional performance, project management, development of an employee recognition and awards program, arranging new employee orientations/briefings.  

Worked as a Councellor Cum Co-ordinator with  Bits Computer Education Mar 2000-May 2002

Key Responsible Areas: 

Working with the senior leadership team for Management and Organizational Development initiatives to drive people, productivity and organizational initiatives to ensure the success of the organization. Task to develop and deliver development programs across the organization that ensures a measurable performance impact for the organization. 

Worked as Product Asst . with Nikunj Eximp Enterprises Pvt. Ltd from Feb 1998 – Feb 2000

Key Responsible Areas:

Directed all operating, compliance, purchasing, domestic marketing, public relations, and administrative functions. Ensured timely execution of financial reporting, operating forecasts, new project evaluation,  equipment maintenance, cost/pricing and related activities. Evaluated local suppliers for materials, packing materials, replacements

Worked as a Administrative Asst with  Satyam Cards Pvt Ltd from  Sept 1994 – Dec 1997

Key Responsible Areas:

Directed all financial, budgeting, operating, compliance, purchasing, domestic marketing, human resource, public relations, and administrative functions. Ensured timely execution of financial reporting, operating forecasts, cash flow planning, new project evaluation, banking, taxation, legal, regulatory, equipment maintenance, advertising, cost/pricing and related activities. 
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Education Qualification :  Under Graduate

Computer skills

 : Windows, Word,  Excel , Internet

Objective





Qualification Highlights





Professional Experiene








