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EDUCATION

Apr 2011

         Tolani Institute of Management Studies, Adipur, India



          Post-Graduation Diploma Management with Specialization in Marketing 

Apr 2009

          Tolani Commerce College, Adipur, India



          Bachelor of Commerce

EXPERIENCE

Feb 2014 till date

Hotel, ITC group





Executive Assistant to General Manager
· Creating daily, weekly and monthly reports of the hotel’s operations.

· Analyzing daily revenue figures to determine the productivity of each sales team.
· Proactively suggesting measures to bridge gaps in revenue targets. Most recent suggestion of partnership with Groupon currently being investigated.
· Daily review of ~70 customer feedback cards across rooms and F&B outlets. 

· Determining and driving appropriate actions across different departments to further enhance customer satisfaction.

· Responsible for customer account settlement.

· Handling real time issues like sold out status, guest grievances.

· Proven ability to source and develop new customer relationships.
· Handling important documents and files of Regional General Manager. 
Mar 2012 to Jan 2013 
Vodafone International





Junior Executive, Direct Fulfillment Department
· Procured 30-35 order forms daily of handset orders for corporate customers in Ireland.
· Checked the minute details of the eligibility for each customer.

· Processed the handset orders and ensured client’s customization requests were met.

· Informed end client about the delivery date.

· Exercised tact when dealing with difficult customers.
· Received zero customer complaints and no escalations throughout the tenure.

Aug 2011 to Feb 2012:
Club Mahindra Holidays






            
Sales Executive, Venue Sales Department
· Generated 6 – 7,00,000 INR in resort membership revenue monthly.

· Conducted effective sales presentation to clients along  with efficient picture painting of beautiful, luxurious and peaceful family holidays.
· Closely coordinated with clients and back office to ensure no rejections. 
· Generated further business by convincing members to avail of the “Referral Bonus”

ACTIVITIES & INTERESTS

· Led the organization of the summer internship project competition across 25 colleges in India, along with other college events. 
· Passionate about music, dance, reading fictional novels. Received numerous dance awards in inter-collegiate competitions. 
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