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 Jinal 
E-mail :
jinal.359064@2freemail.com
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OBJECTIVE
To contribute to the quality and growth objectives of my workplace and help in providing focus, and discover synergy in their Services. In the process the endeavor will be to continue my creative and professional skills and set benchmarks for my organization.
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Summary of qualifications
· Proficient use of MS Word, PowerPoint and Excel. Excellent and well versed with excel.
· Excellent communication, interpersonal, organizational, and leadership skills
· Exceptional versatility with the ability to manage multiple tasks in a pressured environment
· Dedication and drive as a hard-working individual
PROFESSIONAL EXPERIENCE
(Mar 2014 – Currently Working)
Financial Advisor
Loan Junction - Derivados
Job Profile in Company: -
· To Co-ordinate with Bankers
· To Handle the Training process to the new joiners’
· To Handle the clients and their requirements.
· To Update the MIS of Clients on daily basis.
· To Manage Staff and arrange manage their cases of the Clients
· To Organize all other Additional Government Documentations.
.

Executive Secretary
(Feb 2010 – July 2012)
Grant Thornton – Abdulaal Gulf Audit ( Bahrain)
Job Profile in Grant Thornton: -
· To co-ordinate with the respective clients for the Audit Purpose.
· To submit the quotation to the client for the respective service.
· To prepare the proposal (Bond) for the respective client.
· To arrange the meeting schedule for the Partner.
· To build up relationship with the client.
· To update day to day records and complete details data base of a client.
Call Co-Ordinator Cum Purchase Executive- IT Department
(Oct 2007 – Nov 2009)
The Walt Disney Company Pvt. Ltd.-India
Job Profile in Walt Disney: -
· Look after the Purchase for the required material operating with the SAP system.
· To log the call and assign the call to the respective engineers once the material reaches the customers place.
· Maintain good relation with the customer and fulfill the requirement as per there committed schedule.
· Coordinate with the Helpdesk team and the customer and log the calls for any problem face by the customer.
Previous Experience
Store Manager
(March 2006 – Sept 2007)
Essar & Virgin the Mobile Store
Job Profile in Essar and Virgin: -
· Updating the entire stock report on weekly basis and forward it to the Managing director of the Company.
· Manage the Entire team work with the updates of inward and outward of the material.
· Maintain the records of the Stock and also the cash Transaction.
Customer Relation Officer
(April 2005- Dec2005)
Airtel:
Job Profile in Airtel: -
· To look after the customer queries and problem.
· To solve the problem and interact with them and close the issue at the earliest.

Lead web Guide:
(March 2004 - Jan 2005)
Reliance:
Job Profile in Reliance: -
· To look after the Web Guides
· To handle the entire Broad band Department.
· To maintain good team work
Academic Qualification
· Graduation from Mumbai University in year 2005-2006
Computer Skills:
· Proficient in Ms-Dos, Windows and Office.
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	Date of Birth
	:
	06th January 1984

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Language known
	:
	English, Hindi, Gujarati & Marathi

	Interest
	:
	Listening to Music and Believe in Maintaining Good Relationship.


Strengths
Committed to work, sincere, loyal at work and always carry a positive approach towards work.
References
Can be provided on Demand
Jinal 
