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Admin / Sales Coordinator / Customer Service

	


[image: image2.emf] 


	


[image: image3.emf] 


	Key Strengths & Expertise 

	· Accomplished MBA with 5 plus years experience
· Astute with computer (Word, Excel, and PowerPoint)
· CRM, Telephone & Business Correspondence skills
· Strong orientation in resolving customer’s complaints 
· Excellent Planning, Organizing and Time management
	· Sales Coordination, Admin, Customer Service skills
· Excellent Customer Service and Communication skills
· Exemplary Problem-solving and Negotiation skills
· Strong analytical aptitude and logical reasoning skills 
· Goal oriented – Dynamic – Vibrant Personality
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MBA specialized in Strategic Marketing – Ajeenkya Dy Patil University, India



2020
Bachelor’s Degree in Commerce – Rajasthan University, India
 



2018 
Other Certifications:

· Company Secretary (CS) Foundation Cleared

· Common Proficiency Test (CPT) Cleared
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Assistant Relationship Manager – Axis Bank, India 




          Apr 2021 – Present 
Senior Sales Officer – IDFC First Bank, India 




          Feb 2020 – Feb 2021

MBA Summer Internship – Girivar Hotel & Resort Pvt. Ltd., India 


          May 2019 – Jul 2019

Business Administrator / Sales Executive – Raj Laxmi Road Carriers & Goods Pvt. Ltd.,        Jan 2017 – Mar 2018
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General Administration
· Provide general administrative support including mailing, scanning, faxing, copying, and other clerical and administrative support to management and employees.

· Manage diary, schedule appointments, record minutes of the meeting, and organize details of travel and events, Knowledge of the organization set up and upholds confidentiality in all official transactions.

· Act as a point of contact on all administration matters, deal tactfully with all people.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities, and promptly resolve issues.

· Open, sort and deliver incoming correspondence, including e-mail, file, restore documents records, reports, and arrange travel itineraries for executives.

· Provide high tolerance in attending internal or external customer queries; deal with clients and visitors, and deliver support to the management or executive level.
· Manage all kinds of administrative and clerical work efficiently, highly skilled in preparing correspondence including statements, forms, reports, presentations, applications and other documents.
Customer Service

· Act as the first point of contact for customers while projecting a professional image at all times. Tact to deal with customers of diverse nationalities.

· Accord highest attention to customers and use customer service skills to heighten sales opportunity of each customer contact. Apply basic concepts, practices, and procedures of handling client’s complaints while meeting high-quality standards for customer services. 

· Display high quality, prompt and professional service to achieve customer satisfaction, loyalty, & retention.

· Process customer transactions and respond to products and services inquiries in a responsive, accurate and timely manner. Ensure understanding of client needs through great attention to detail.  

· Obtain and examine all information to assess the validity of complaints and determine causes. Refer unresolved customer grievances to the designated department for further investigation.

· Keep records of customer interaction and transactions, details of inquiries, complaints and actions were taken. 

· Reply promptly and professionally to customer queries about product - service specifications, pricing, payment methods, warranty, delivery, etc; file all cash receipts along with product sales invoice copy. 
· Understand customers’ requirements and accordingly offer advice on the proper selection of product-service taking into account their need and budget; keep a record of customer information for customer call reports.
Sales Coordinator
· Coordinate sales team by managing schedules, filing important documents and communicating relevant information.

· Ensure the adequacy of sales-related equipment or material. Respond to complaints from customers and give after-sales support when requested. Monitor the team’s progress, identify shortcomings and propose improvements.
· Store and sort financial and non-financial data in electronic form and present reports.

· Handle the processing of all orders with accuracy and timeliness. Inform clients of unforeseen delays or problems.

· Assist in the preparation and organizing of promotional material or events.
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Assistant Relationship Manager – Axis Bank, India 




          
· Efficiently sold banking portfolio to NRI customer’s as well as third party financial instruments. Assess each customer and offer them suitable financial products to meet their requirements. 

· Provided monthly report on increase in the Total Assets under the portfolio.
· Understand the financial instruments and their USPs in details, such as Mutual Funds, ULIPs, SIPs, General and Life Insurance products, FD, TD, Auto Loan, Home loans, remittance etc. 

· Liaised with the third party for the issuance of the FI and customer grievances. Analyze the working of international banking through Nostro and Vostro account. Safeguarded KYC compliance as per the bank policy and procedures.
· Built a rapport relationship with each NRI customer to provide one stop solution for all their banking needs.
· Stay abreast with the changing conversion rates/LIBOR/Interest Rates/premiums etc.

Senior Sales Officer – IDFC First Bank, India 




          
· Cross-sell loans, mortgages, insurance, mutual funds and credit cards. Prepared and proactively execute sales plans by taking advantage of marketing programs. Participated in a special assignment whenever needed.
· Carried out sales call to prospect customers, and convince them to avail banks products and services.
· Provided strong initiative to drive and increase business and customer centric approach.
MBA Summer Internship – Girivar Hotel & Resort Pvt. Ltd., India 


         
· Established marketing duties as Intern at the Hotel Jaisalkot for 3 months. Designed and introduce travel packages for high net worth clients. Efficiently managed the relationship with key clients.
· Provided support to the organization in recruiting more than 20 employees and interns.
Business Administrator / Sales Executive – Raj Laxmi Road Carriers & Goods Pvt. Ltd    

· Evaluated budget proposal and manage purchase and expenses. Manage tax and accounting compliance by maintaining the books. Represent the company to client at meeting and sales negotiations.

· Communicated with direct customers regarding price of goods. Identify the key elements and processes in managing transportation operations and how they interact. Define the requirements and challenges of planning and moving goods between states.
	


Accolade:

· Received an Award for Best Life Insurance Performer by Mr. Shailesh Upadhyay (Executive Vice President, NRI Department).
Technical Skills
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
· Familiar with Operating systems such as Windows & Mac OSX, Emailing and Business Correspondence
	


Personal Details
Nationality

:
Indian
Date of Birth
:
21st August 1998
Marital Status
:
Single
Visa Status
:
Visit Visa
Languages
:
English, Hindi
Profile Synopsis ��





Versatile, Dynamic, and Goal-oriented professional equipped with 5+ years of experience within a diversified industry in domains of Assistant Relationship Manager, Senior Sales Officer, Business Administrator, Sales Executive and Customer Service; Worked with various industries such as Banks, Hotel and Resort, and Transport Company. Track record of exceeding job performance, delivering results under stiff competition, and providing ongoing service leading to add on sales and long-term customer loyalty. Eager to deliver key significant contributions to business growth by developing strategic plans; managing exceptional client relations whilst delivering high service standards and fostering contacts with industry key players; Possess excellent analytical, problem-solving, negotiation, presentation, decision-making, organization, supervision, time management, communication and interpersonal skills. Seek a challenging work profile where gained skills, expertise and industry knowledge will have a valuable impact.





Educational Qualification��





Career Snapshot  ��








Capabilities ��








Proven Job Role ��
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