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Objective                                                                                                                                                                                                         
In pursuit of my desire to forge a career in a reputable establishment where work is carried out in a high motivating environment for the development and growth.

Total Experience: 9+ Years of experience in Service Industries
· Sales Executive: Worked with Choice Solutions
       From 15th May 2017 to 31st Jan 2018
· Service Coordinator: Worked with CMS Info systems
From 21st Jan 2016 to 8th May 2017
· Technical Service Desk: Worked with DSM India PVT Ltd  
From 7th Jan 2013 to 12th Feb 2014
· Service Assurance Executive (SAE): Worked with OMNITECH Global Info-solutions Ltd.
From 26th March 2010 to 11th April 2012
· IT Helpdesk Executive: Worked with RELIANCE INDUSTRIES LTD. through IGATE IMS 
       From 26th May 2008 to 25th March 2010

· IT Helpdesk Executive: Worked for UGAM Solutions M/s Business Link 
       From 5th Oct 2007 to 24th May 2008
· Front Office & Admin executive: Worked with HDFC SLIC
       From 18th May 2007 to 3rd Oct 2007
· Course Coordinator: Worked for Ultra max IT Center 
       From 03rd Oct 2006 to 17th May 2007
Educational Qualifications:

Graduation – University of Mumbai, India (Pursuing)

Matriculation – Maharashtra State Board, India
Intermediate – Maharashtra State Board, India
Technical Skills:

Operating Systems: Microsoft Windows 7 & 8
Application knowledge: MS-Office (Word, Excel, Power Point, Outlook), Lotus Notes, Internet
Certifications:

· ITIL Foundation v3 Certified
Work Profile:

Sales:

· Recognized for ability to quickly establish rapport with customers and up-sell products.

· Creating leads for Management review.
· Making quotation, preparing presentation and proposals for product sales.
· Meetings with multiple clients for getting new contracts.
· Maintaining good relation with client.

· Reviewing and evaluating bi-weekly contract status report and producing an end of month spreadsheet.
· Reporting to the Senior Management with the reports and updates on internal and external customers.
· Handling and swiftly resolving customer complaints in a professional and effective manner.
· Maintaining good staff relations through effective communication, leadership, discipline and motivation.
Technical:

· Resolving technical queries raised by customers as per defined process.

· Following ITIL Process to resolve customer queries within SLA.

· Regular communication with customer to resolve the pending issues.

· Creation of new email accounts as per the request raised by user.

· Providing necessary user access rights based on requirements.

· Troubleshooting and fixing MS-Outlook issues by taking Remote Session of user machine.

· Resolving user login issues and other user related queries through Active Directory.

· Mapping network drives on client machines as per request.

· Preparing different Reports for Management review and presenting them in efficient way.

Achievements:

· IBM Star Performer of the Quarter Award 2013 as a Technical Service Desk while working with DSM India PVT Ltd  
Strengths:

· Able to work and stay focused under pressure.

· Leadership qualities and ability to accept the challenges.

· Get along well with colleagues.

· A strong will power with desire to contribute and succeed.

· Ready to do things differently if it aids better results.
Personal Skills:

· A motivated and committed individual with a go-getter attitude towards life.

· Excellent communication skills, both spoken and written.

· An effective personality with the ability to deal with people diplomatically,

· Can be polite when working under pressure or provocation.

· Fast learner, Team facilitator.

· Able to understand human psychology and can take decisions according to the situation.

· As an individual, I consider myself conscientious, honest and frank.

Personal Details:

Date of Birth                 : 29th May 1987

Gender                          
: Female


Nationality                    : Indian

Religion                         : Hindu

Marital Status                : Married
Linguistic Proficiency   : English, Hindi, Marathi
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