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OBJECTIVES: 
· A position to utilize my skills and abilities which offers professional growth while being resourceful, innovative and flexible.
PERSONAL DETAILS

· Nationality

: Indian
· Place of Birth
: Mumbai, India
· Date of Birth

: April, 23rd  , 1979
· Marital Status
: Married
EDUCATIONAL & OTHER QUALIFICATIONS:

· Bachelor of Commerce from University of Mumbai 

· Completed Basic Computer Course from CMS (Dos, Word, Excel, Internet)

Professional Training

· Certification in ITIL V3 Foundation from InnateLabs(APMG-International) (Aug.2013)
· Certification for the best target achiever in Sales. 
· Certification for train the trainer Workshop
PERSONAL PROFILE

· Great ability to work as a part of a team
· Strong knowledge of function delivery.
· Profound ability to multitask and keep cool under work pressure
· Organized, Confident, Hardworking, Energetic, Sincere and Honest.
· Ability to communicate both in writing and speaking
Professional Experience
     1st July 2014 till date






Administrative Executive
· Ensuring customer satisfaction, which involves responding to customer      complaints, suggestions, inquiries in person, via telephone and email and resolving operational issues quickly.

· Responsible for administrative tasks like scheduling shifts, maintainingemployee records, prepare payroll, and manage inventory.
· Work closely with clients to ensure their event is a success, and follow up with the client to get feedback after the event.
· Draft correspondence, track and follow up pending issues, establish feedback system to ensure all issues are recorded, addressed and resolved.
· Prepare total receipts and verify sales and maintain clear cash register.

2nd June 2008 till June 2014




Mphasis Pvt Ltd.
Administrative Executive
· Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees.
· Looking after day to day office activities, record attendance and checking attendance register.
· Preparing offer/appointment and various others letters and issue them to employees.
· Studying performance of the employees and motivate them.
· Managing Housekeeping staff & Supplies.
· Preparing purchases for offices and approvals.
· Handling and investigating complaints of the clients and examining circumstances surrounding those complaints.

· Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations for guests & foreign delegates.
· Prepares reports by collecting and analyzing information
· Managing repair, maintenance & replacement of office equipment’s, appliances, furniture, furnishings, vehicles, building, etc.

· Adept at managing administrative activities involving purchase of equipment’s, maintenance of procurement, housekeeping, safety, security, employee induction etc.
December 2006 till May 2008

Sutherland Global Services
Customer Service Executive
· Answer calls professionally to provide information about products and services, take/ cancel orders, or obtain details of complaints.

· Keep records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken. Process orders, forms and applications. 

· Follow up to ensure that appropriate actions were taken on customers' requests.

· Refer unresolved customer grievances or special requests to designated departments for further investigation.

· Contributes to team effort by accomplishing related results as needed.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution. 

· Maintains customer records by updating account information.

November 2005 till November 2006

Bigtree Entertainment
Back Office Executive
· Handling day to day activities of the agency.
· Attending inquiries and complaints from customer.
· Managing cash transaction on daily basis and preparing the relevant reports.
· Collecting daily reports from the centers and updating the same in the records
· Prepares reports by collecting and analyzing information
April 2001 till October 2005




Sinhal Classes
Administrative Executive

· Attending to customer queries and complaints

· Attending phone calls
· Managing cash transactions
· Maintaining stock reports on daily basis

· Scheduling the lectures.

· Analyzing cheques and vouchers
· Bank reconciliation.
· Making hotel &flight Reservation for external as well as internal guests. 
· Responsible for organizing seminars, conferences, group parties and picnics. 

· Issuing Circulars and Policies for office and preparing business request forms.
June 2000 till December 2000




Taj Lands’ End
Counter Sales Executive
· Greet and attend bookstore customers
· Offer relevant information about products and prices
· Make order in customer's name
· Sell books to customers
· Operate the cash register and other bookstore equipment’s
· Collect payments
· Take inventory
· Order and maintain books, magazines and other bookstore supplies

LANGUAGES

English, Hindi, Marathi

I hereby state the above information is true to the best of my knowledge and any kind of reference needed it would be immediately arranged for.
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