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CHRISTALINE 
Email Id: christaline.355999@2freemail.com 
Address: Deira Dubai, UAE
Visa Status: Visit visa 
	Holding Documents


PASSPORT
Place of Issue: Mumbai
Date of Issue: 17th December 2015
Date of Expiry: 16th December 2025
	Work Experience 


Hopscotch Wholesale Trading Pvt Ltd
(September 2015 till February 2017)

Designation: Boutique Manager (Merchandiser)
Job Role
· Creation of Boutique on the web page.

· To work across different departments. (Data Entry Team, Studio team, Supply Chain)

· To Merchandise the products, appear in the right store, at the appropriate time and in the correct quantities after the sales analysis. 

· To be responsible for the Quality check of the boutiques.

· Monitoring stock movement and sales.

· Managing, training and supervising junior staff.
Analysis
· Analyzing and working closely with the buying teams to accurately forecast trends, plan stock levels and monitor performance.
· Analyzing the previous season's sales and reporting on the current season's lines.
Vendor Management
· Solving Vendor Queries 
· Sending Daily sales report to the Vendor 
· Ensure that the VRF is Updated in the System
· Follow up with the Vendors for Inventory to inform about the to schedule the event.

Content Writing
· To give detailed description and information of the products being sold on the website

Team Management
· Managing a Team of  4

· Helping the Team with Escalation from Vendor and Quality Checker
· Giving Appropriate feedback as and when required.
· Doing a Prior Quality Check of the boutiques, before it goes live on the website 
Other Roles
· To work closely with visual-display staff and department heads to decide how goods should be displayed to maximize sales
· Identifying production and supply difficulties and dealing with any problems or delays as they arise.
Tata Capital Travels and Services Ltd
 (May 2013 till August 2015)
Designation: Operations Executive

· Submission of invoices.
· Following up with customers for collection of outstanding on timely basis.
· Handling customer’s queries by visiting the clients as and when required.
· Reconciliation of outstanding statement as per payment details provided from the customer.
· Following up for payments with walk in key clients. 
· Following up for invoice details with clients for payments received as per the daily Bank Statement.
· Passing payment receipts entries in the system as per the payments received. (Receipt)
· Worked on software packages such as (Satnam, Winyatra & IBE.)
Coordination:
· To Coordinate with the MIS Team to Ensure that the Weekly Travel Bookings are Billed And Submitted to the Clients.
· To Coordinate with Data Entry Team to ensure that the payments are entered in the books of accounts (i. e in the System).
· To coordinate with the Office clerk to inform about payment collection (to collect the cheque) from the client.
Quality Check:
· Quality Check of Invoices and the MIS Sheet Forwarded to the client.
· Quality Check of the payment Receipt sent to the Client.
Follow up
· To give detailed description and information of the products being sold on the website

· To give detailed description and information of the products being sold on the website
· Follow up with the Clients through various means like Calling, Email and even visiting them if required.
· Daily follow up with Clients for Collection of payments of the Invoices submitted.
· Follow up for payment details with the client, if the payment is received without invoice details.
· Handling customer queries as and when assistance is required.
Reconciliation

· Reconciliation of the bank entries with the system entries (To ensure that all the bank entries are entered in the system.
· Reconciliation of Client ledger if discrepancy related to payment by requesting for the payment details from the client.
	Academic Qualification


	Qualification
	School/College
	Board/University
	Year of Passing


	B. M. S
	B. L Amlani College

	Mumbai University
	2010-2013

	H.S.C
	St. Mary’s College
	Mumbai University
	2009 – 2010

	S.S.C
	St Teresa’s Covent High School
	Maharashtra State Board
	2007 – 2008


	Skills


Communication skills – written and verbal
   Problem solving skills
  Travel experience
   Visual Merchandising Skill
  Customer Service experience
  Good computer knowledge word, excel, power point
   Leadership Skill
	Personal Detail


Birthday                : 17th Feb 1992
Birthplace             : Mumbai, India
Height                   : 5’1’’
Citizenship            : Indian
Civil Status            : Single
Gender                   : Female
Religion                  : Roman Catholic
Language spoken: English, Hindi, Marathi and Konkani

DECLARATION:       
 
Hereby, I promise that, all the above information is true and I am ready to work in your company according to your company’s rules and regulations, and I promise that, I will try my level best for the success of the company.
Christaline 
