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PROFESSIONALS
Diploma in Aviation, Hospitality and Travel Management from Frankfinn Institute of Air Hostess Training, Ahmedabad in the year 2006. 


ACADEMICS
· M.B.A (Marketing) from Sikkim Manipal University in 2010 with Distinction.

· B. Sc with (Mathematics) from St.Xavier’s College in 2003 with 74%

· H.S.C  from G.H.S.E.B.(English Medium) in 2000 with 64% 
· S.S.C  from G.H.S.E.B.(English Medium) in 1998 with 83%
PROFESSIONAL EXPERIENCE
DELHI PUBLIC SCHOOL AHMEDABAD:

Duration: Since January 2014

Designation: Personal Assistant to the Senior Vice Principal
Roles/Responsibilities: Answering phones, taking messages, directing calls, coordinating general school office operations, and greeting and attending to school visitors, school staff, and student requests. 

· Type meeting agendas.

Maintain employee files. 

Copy and distribute documents/forms signed by the principal, including but not limited to professional development, checks, invoices, personal day requests, etc. 

Assist with the distribution of school staff communication/materials as needed or required
            Organize main office area for efficiency, safety, and appearance

            Type, proofread copy, distribute, and file correspondence as needed or requested. 

            Perform any other duties/assignments as assigned/requested by the principal. 

TATA COMMUNICATIONS:            
   Duration: 3 Months. (Jan 2012 to April 2012)
   Designation: CRM

 Worked as Customer Relationship Manager at TATA COMMUNICATIONS since January 2012.
   Roles/Responsibilities:

· Visiting Company Accounts(Small and Medium Enterprises) allocated to me, solving their issues, up selling new products
· Have to also maintain the sales target assigned.
· Up selling Application and Services for Business Enhancement.

· Maintaining Relationship with the Company Accounts, so as to avoid Churn. 
TATA DOCOMO

Duration: 1 year 10 months. (March 2010 to Jan 2012)
Designation: Customer Relationship Executive
Roles/Responsibilities:           
TEC (TATA EXPERIENCE CENTRE)


· Attending customers and explaining and selling TATA DOCOMO Connections and handsets as well.

· Maintaining store hygiene.

· Cash reconciliation at end of the day.

· Maintaining audit parameters of the company.
· Up selling of various Value Added Services.

Bharti Airtel Limited, 
Duration: 2 yrs 6 months (April 2007 to Oct 2009)

Designation: Officer Customer Relations

Roles/Responsibilities:

· Handling Customers walk-ins, solving their queries with proper solutions.

· Coordinating with different departments for getting resolutions on urgent basis.

· Maintaining record of all walk ins.

· Doing follow up of customers to know satisfaction level.

· Proactively taking approvals from managers for server select clients.

· Raising service request depending on kind of complaints and answering to applications received.

· Retaining customers.

· Maintaining service level.

· Training new inductees in business operations and care systems.
Hutch

Duration: 11 months. (Aug 2006 to Mar 2007)

Designation: Customer Service Trainee
Roles/Responsibilities:





· Was under training under all the departments of customer service like retention and relation, training and quality, call centre, backend support.

· Made presentations of each function and presented before the H.O.D.

· Went to Surat and Baroda for training of Hutch Shop.

· Did Audits of Shops and calls at call center under Quality department.

· Served Customers in the Shivranjani Hutch Shop.
ACHIEVEMENTS
· Awarded for best Customer Retention in the year 2009.
· Received commendation from Airtel management for superior customer satisfaction in 2008.
COMPUTER PROFICIENCY

· Basic Knowledge of Packages: MS Office 2003, 2007
PERSONAL DETAILS
Languages known             : English, Hindi and Gujarati.

