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Synopsis:











5 years of functional experience in Client Service (Corporate Coordination) 
Career Objective








  
Seeking a challenging and creative position in a dynamic organization, where I can utilize my knowledge and skills for developing my career along with the growth of the organization. 
Work Experience
	  Aug 2011 – Jan 2014
	Industry Networks (Sharjah)

	Team Leader - Research and Analysis 

	• Leading a multi-cultural research & analysis team to meet information acquisition, data processing and reporting objectives for a defined sector/territory.

• Responsibility for the overall quality of the database for an assigned territory/industry sector.

• Working with the Management Team to set objectives and targets for the territory.

• Achieving daily, weekly and monthly, individual and team data acquisition/processing targets.

• Front line leadership in all activities undertaken by the team including data acquisition and processing.

• Cultivating and building relationships within the construction industry in the assigned territory to acquire information.

• Ensuring timely and accurate replies to queries pertaining to information records within the assigned territory.

• Ensuring that a detailed log of your interactions and that of your team is maintained.

• Mentoring team members on operating procedures and best practices.

• Working with the Quality Department to constantly improve the quality of data.

• Working with the Department Manager to document procedures, work instructions, techniques and best practices.

• Identifying and escalating consistent or recurring problems with operating procedures, product or system functionality.

• Proposing and implementing initiatives to ensure continual improvement of procedures and the end product.

• Staying updated on construction industry developments within the assigned territory to serve as a subject matter expert.

• Making internal and external presentations on the assigned sector/industry and providing reports as required.


	JUNE 2010 – April 2011
	                             Zee Learn Ltd.


	Asst. Manager Coordination and Customer Support



	· Over all Management and Coordinating with the Business Partners and the Internal Team like IT, Account, Logistics customer support, etc PAN India.

· Maintaining Administrative reports. 

· Induction and Training to the new Business Partners,

· Induction and Training to the new Employees.

· Registration and creation of User Login for the New Sign Ups.

· Data Management of overall functionalities and departments to maximize coordination.

· Providing Customer Support to the internal team and the Franchisee Holders Delivering end to end result from inception to sustaining the Franchisee.


	  Sep 2008 – April 2010
	Fullerton India Credit Company Ltd

	MIS Executive 

	· Working on MS Excel, using excel functions like VLOOKUP and creating PIVOT TABLE, PIVOT CHARTS.
· Using SQL statements, updating database if required.
·  Tracking Inventory.

· Management & coordination with internal team.

· Reconciliation of payments of loans.
· Coordination for training programme for RMM.

· Preparing daily, weekly & monthly reports. 


Academic Qualification












	

	Sr. No
	QUALIFICATION
	UNIVERSITY
	YEAR

	1
	B.M.S (Bachelor In Management Studies)
	VARTAK COLLEGE (MUMBAI UNIVERSITY) 
	2005-2008


Additional Qualification












	

	SR.No.
	QUALIFICATION
	UNIVERSITY
	YEAR

	      1
	Diploma in Export Import     

          Management
	INDIA INTERNATIONAL TRADE CENTER
	2007

	2
	Executive Personal Assistant  Diploma Course 
	DAVAR’S COLLEGE 
	2008


Computer Qualification












	
	

	SR.No.
	COURSE
	INSTITUTE
	YEAR

	1
	Swift India Plus 2000
	NIIT
	2007


Project Undertaken








  
Project on “Internet Advertising” as a part of BMS.

Personal Information

	· Date Of Birth
	May 26, 1987

	· Gender
	Female

	· Marital Status
	Married

	· Language Known
	English, Hindi, Malayalam & Marathi

	· Nationality
	Indian

	· Hobbies
	Singing, Listening music & Reading real life stories.

	· Visa Status
	Tourist (Valid Till 13th October 2014)


Personal Assessment








  
Self motivated to achieve and to succeed. Excellent communication and interpersonal skills. Able to mingle easily. Hard working, responsible and dependable. Adaptable to new situations, requirements and procedures.


