CURRICULAM VITAE
Shalini 
Shalini.376769@2freemail.com                             
Mobile No: C/o 971505891826

OBJECTIVES
Strong Customer Service & Communication Skills / Team Management / PC Proficiency in MS Word / Excel …..Sincere , Polite and Empathetic with client focused approach that fosters trust and ollegiance,patience,flexible and responsible.

EXPERIENCE
1. Delta Power Solutions (India) Pvt. Ltd

  Designation: Service Co-Ordinator

  Duration: April 2017 to Nov 2017
Transfer in Sales Dept from Dec 2017 onwards
  Designation: Tele-Sales Executive
JOB PROFILE: - Customer Support West (Service CO-ORDINATOR) 

Job Responsibilities:

· Handling the execution of west Zone Calls / Complaints for UPS systems
· Compiling weekly and monthly MIS reports
· Co-ordination with Logistic to arrange the material and close the calls 

· Co-ordination with ASP Team / Engineers in day to day calls basis
· Co-ordinating with Engineers of calls feedback for call closer on time

· Co-ordinating with Customer Care Team of calls / Complaints closure
· Assigning all the West Zone calls as per the city wise to the respective ASP’s 
· Monitoring & Tracking the calls and update in HO department
· Co-ordination with the Battery Vendors 

· Completing & close the  Installation & Commissioning, PM Activity with the Respective Business Partner
2. Emerson Network Power India Pvt Ltd

Designation: Channel Co-Ordinator

Duration: October 2010 to April 2017
JOB PROFILE: - DPG SALES SOLUTIONS (SALES CO-ORDINATOR) 
Job Responsibilities:

· Handling the execution of west Zone Channel Sales Business for UPS systems
· Compiling weekly and monthly MIS reports
· Inter departmental Co-Ordination Arrange the material & close the deal 
· Reviewing the orders with customers & Business Partners
· Making Sales offer 
· Monitoring & Tracking of sales order 
· Keeping a track on A future prospects of the business partners 
· Collection & Payment Recovery from Bussiness Partners & Vendors

· Adjustment of payment in the Oracle System
· Co-ordination with the Battery Vendors 
· Creating Online SAF [Service Authorization Form] for Installation & Commissioning to the Respective Business Partner
· Working on oracle System Application

    3.   HDFC Bank Ltd

Designation: Customer Service Executive

Duration: April 2009 to September 2010

   JOB PROFILE: - Customer service Executive 
Job Responsibilities:

· To open New Account and complete the Documentation formalities by the Customer in my Presence

· To Explain the Customers the Various Benefits of the Product being Distributed

· To Help the Customer to Complete Documentation And Application Formalities

· To verify the Authenticity of the Documents and Identity of the Customer

· To Ensure Strict Adherence to Know Your Customer [ KYC ] Norms in all Application Sourced

· To Maintain Quality Norms on Depletion and for Cheque Bouncing Cases

· Obtaining feedback from clients
4. Max New York Life Insurance Company Ltd

Designation: Financial Planning Manager

Duration: August 2008 to February 2009

   JOB PROFILE: - Financial Planning Manager  
Job Responsibilities:

· Generating leads through Tele-calling

· Generating the leads through References and Converting them into Sales

· Convincing Client for Investment / Money Back / Children’s Plans keeping their benefits in mind

· Meeting with the clients to make them understand the life insurance benefits and closing the deal smoothly

· Doing an Societies Activities with the Team

5. ICICI Bank Ltd

Designation: Business Development Executive

Duration: January 2007 to July 2008

JOB PROFILE: - Business Development Executive   
Job Responsibilities:


· Generating leads through Own Database,Referances and the Tele-Calling

· Convincing the Client for New Saving Account opening, General Insurance and Life Insurance in the  Bank Premises

· Managing Top cluster accounts

· Front desk customer service

· Functioning end to end Clients complaint.             
· Analysis on Top cooperate Data.
· Doing An Societies and Stall Activities with the Team

· Convincing the Client to New Offer which Introduced in the Market Especially Gold Scheme / Investment Plans [SIP] / Lockers Schemes etc….

6.  A.K.Manpower Services Pvt Ltd

    Designation: Receptionist cum Office Assistant
    Duration: February 2006 to December 2006
JOB PROFILE: - Receptionist cum Office Assistant   
Job responsibilities:

· Receiving and making calls and Transferring  the same to the concerned Department

· Keeping the Records of the Calls

· Looking after Bank Affairs i.e., Demand Draft & making Proper Entry of Bank Advises in Tally

· Handling Cash for the Day Transaction in the Office

· Also Handled Admin related works

SKILL  LEARNED

· KNOWLEDGE OF SOFTWARES,
· Ms-office, excel
· Internet and Microsoft Office
· Operating knowledge of MS Office                         

	PERSONAL INFORMATION
	
	

	NAME

DATE OF BIRTH

SEX     
	:

:

: 
	SHALINI

22  Oct  1986
Female

	MARITAL STATUS
	: 
	Single

	NATIONALITY
	: 
	Indian

	DOMICILE
	: 
	Maharashtra

	LANGUAGE
	: 
	English, Hindi, Marathi

	HOBBIES


	:


	Reading Books, Cooking Foods & Travelling



Soft   Skills

· Strong interpersonal, Communication & Team building skills

· Committed to achieve organization goals

· Ability to understand Management commitment, to prioritize, ability to handle pressure

· Planning and organizing skills
· Analytical, Presentation, Documentation Skills
EDUCATION QUALIFICATION

· T.Y,.B.Com From Mumbai University

· H.S.C  From Delhi University

· S.S.C from Maharashtra Board
The Information prescribed above is true to the best of my knowledge and can be verify whenever required. 
Date: -                                                                                             Signature

Place: - MUMBAI                                                                      SHALINI 
