CURRICULUM VITAE
BALA 
Bala.359887@2freemail.com

OBJECTIVE:
To work with an organization, which  nurtures professional growth and appreciates 

motivation and creativity, thus leading the organization towards success and paving the path for 

own  professional growth. Intend to build a career in an Esteem organization to explore my skills 

and abilities.  Willing   to  work as a key player in challenging and creative environment.

WORK EXPERIENCE:

MaterialZ Mart  

May 16 to Dec 16

CRM

Same as CONTRAMAT
Contramat Distributors
April 2015 to April 2016
CRM

Handling client details and keeping day to day records and keeping good relation with the clients. Taking care or purchases and sales from the distributors to the client, making sure the delivery of the goods are handled on time by the purchase and sale department.
Flat World Solutions. 
June 2010 to October 2012
Sr. Process Executive
Posting ads on given Classified lists on the net behalf of clients, according to instructions given by the management. Co-ordinate with  the  client to have better understanding how the process works. Ensuring the Target is met on daily bases. 
InteGlo Solutions Pvt. Ltd 

July 2007 to January 2008

Executive Data Management
Standardizing the clients details such as commission and preparing the claims report Standardizing the customer report, such as name and address and separate them as per the location and send the email statement Verifying the customers, details whether the customer is still active or not. Changing the commission as per the instruction standardizing the customer report, such as name and address and separate them as per the location and send the email statement. Double checking the claims reports and the amount coated and processing the report if all the details are perfect.
BOSCO (NGO)---- June 2006 to June 2007
.

Documentation Officer--- Social Services activities.

EDUCATIONAL QUALIFICATION:

SSLC-( Daya Ram Public School--- Faridabad (1997)
PUC(  Daya Ram Public School----Faridabad   (2001)

ADDITIONAL QUALIFICATION:   
• MS Office

• Internet
STRENGTHS:

● Good Written and Verbal Communication Skills.

● Hard working.
● Quick Learner.
● Effective Inter-personal Skills and Excellent Team Player.

● Willing to work as team requirement.

PERSONAL DETAILS:

Date of Birth 

: 16-09-1981
Sex 


: Female
Nationality 

: Indian.

Marital Status 

: Single.

Languages Known 
: English, Kannada, Tamil and Telugu
DECLARATION:

 I hereby declare that the above stated particulars are true to the best of my knowledge and belief.

