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Objective

	I believe that quality has no finish line, as per the customer service, Business Development Executive, Office Administrator Industry I have rich experience; I want to take out the quality that I have and give best output to the organization.

	Experience

	January 2012
	Shital Diam / Shital Gems Pvt. Ltd.
	Mumbai, India

	Business Development cum Event Assistant Manager.
· To Handle VIP’s for all Occasions whichever my company Plans (Like Ministers, Udaipur Kings, etc.). 

· To make sure all the export documents are prepared and has been done on time (Daily Basis)
· To look after all the exhibitions which our company participates in from start to end - need to follow up in between, attend all the meeting with Gems and Jewellery Council, arrange regarding the exhibitions. 

· To modify the booth layout as per our company requirement and follow up for rest of the things like CCTV, Amities, Goods Insurance, etc. on the Booth.

· To Visit the entire Exhibitions venue to Hong Kong, Switzerland, china, etc, for set up and co-ordinate with the organizer.   

· To follow up with press, advertising company to give an advertisements in the magazines, E-mailers, etc.

· To confirm the tickets, hotels, & also look after for foreign exchange, visa for the sales employees from my junior.


	February 2011
	Intelenet Global Services. (Business Process Outsourcing.)
	Mumbai, India

	SENIOR CUSTOMER SERVICE EXECUTIVE
· Barclays Bank Retail Banking Senior Customer Service Representative. (U.K. Process.)
· To Make Fund transfer, Balance Check on phone, Transaction detail needs to tell customer as per their request, etc.
· Take the request for Statement, cheaque book, debit card, add travel marker on their card, etc. 
· Open new account like, current account, saving account, Golden ISA account, insurance, new credit card and general insurance, etc. 
· Resolve customers queries about his/her account.

	

	October 2007                       Belhasa Driving Center. (Saif Belhasa Group).               Dubai, U.A.E  

CUSTOMER SERVICE (AREA IN-CHARGE)
· Registration and File Opening of the Students for Dubai Driving License. 
· Scheduling of the students, start the training of the students, stopping the training on time, to maintain the proper daily over time report of the instructors.
· Balance the new and existing students as per the Dubai RTA Rules.
· To make the salary of the instructors as per classes given to the students. (Special Course Dept.) 
· Maintaining our own over time report (daily basis).

· Monthly submit the sales report to the Senior.


	February 2007
	Zenta (India) Pvt. Ltd. (International Call Center).
	Mumbai, India

	CUSTOMER RELATION ASSOCIATES
· BPO (Business Process Outsourcing) Capital One Bank Credit Card Payments Collections from the cardholders of Bucket 01.
· Need to call the Credit card holders of Capital one bank and collect the payment from them who has crossed his/her account limit or amount due and whose account has past due credit.
· Need to give the Collection report to the Team Leader (Daily basis).

	

	April 2004
	Encompass Events Pvt. Ltd. & Wizcraft International India Pvt. Ltd.   
	Mumbai, India

	Promoter & Co-coordinator
· Sending Promoters to the event companies for various projects like Dabur, Colgate Palmolive, Britannia, Mahindra & Mahindra, Mercedes Benz, Etc. 
· Promoting the new Web site of Big Adda and sending the URL links to the competitor site users and making them to play a contest and register free Account in Big Adda site is corporate by sister concern of Reliance Industries Ltd.  
· Follow up for the Payments with the company for all the promoters’ salary, which has taken care by me, to give the payments to the promoters. ETC.


	Education

	April 2008
	Mumbai University
	Mumbai, India

	· Third Year Bachelor of commerce in 2008. (Appeared).

· Second Year Bachelor of commerce in 2007.

· First Year Bachelor of commerce in 2006.

· Higher School Certificate from Mumbai Board in 2005.

· First Year Junior College from Mumbai Board in 2004.

· Secondary School Certificate from Mumbai Board in 2003.

· Diploma in Export & Import from Merchant Chamber from Mumbai in 2006.

· Customer Service and Self Motivation Skills Courses successfully completed from Brain Power institute training & development center from 01/01/2008 to 31/12/2008, Dubai, UAE. 

	Computer Knowledge

	· MS-CIT (Maharashtra State Certified In Information Technology) in February 2002.
· Basic of computers, semester 1. (MS Word, MS Excel, MS Access, MS PowerPoint, HTML, DHTML, XML,ASP, JavaScript, Internet, etc.)
· Web Designing. (HTML, DHTML, XML, JavaScript, Photoshop, Dreamwever, Etc.).


	Personal Details

	· Languages Known                             :   English, Hindi, Marathi, Gujarati, and Urdu. 

· Sex                                                       :  Male

· Nationality                                          :   Indian

· Date of Birth                                       :  18th September 1985
· Martial Status                                      :  Married.




	Extra Curricular Activities

	Stood 3rd in Mathematics Project at Nehru Planetarium in 2000 Worli, Mumbai.


	Hobbies

	Driving, Swimming, and Traveling at historical places.


