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CAREER OBJECTIVE:

To be a part ofan organization where the management structure recognizes and rewards loyalty,honesty, hard work, and ambition of an employee by providing growth opportunities and necessary infrastructure that could contribute to the success of the company. I have the ability to perform a broad range of functions quickly and accurately in a fast paced environment. I am hard working with the ability to work well both independently and as a member of a team. 
EDUCATION
2007
: S.S.L.CExamination from Aringer anna govt Hr sec school
2009    : H.S.CExamination from Aringer anna govt Hr sec school
2012    :B.com from Apollo arts & Science college.

WORK EXPERIENCE:
Company

:
RG Urology & hospital stone India
Position

: 
Receptionist& customer care officer & telephone operator.
Company

:
Firstsource solutions Limited (Axis bank pvt ltd India)
Position

:          (customer care relationship officer)
Company

:
ADFC Bank pvt India
Position

:           (customer care relationship officer)

Company

:
La Maison Du Wow Sweet (UAE)
Position

:           Accountant & Administration
ACHIEVEMENT:
· Welcome and greet to every customer in a warm and friendly manner and excellent customer service at all time.
·  Raising vacancies, shortlist resumes, interviews, offer letter processing.
· Supporting line manager in interviews and assessment activity for roles for all roles.
· Coordinate with HR, and manager.
· Maintaining the sales reports & daily Petty cash.

· Checking the daily attendance Report & overtime calculations..
· Directly manage key customer Accounts and be the first point of contact for said customers.

· Understand customer requirements and delivery products and services of the highest quality, thereby setting industry standards, ensuring customer delight and developing a loyal customer base.
· Promote secured payment terms and ensure the timely collection of money, thereby minimizing the company’s risk of bad debts.
KEY  RESPONSIBILITIES OF CUSTOMER CARE RELATIONSHIP OFFICERS AND DIERT  SALES:
· Customer service skills and bank PRODUCT DIRECT SALES.
· Responsible to prescreen all the sales submission Documentation and policy parts in order to minimize sales errors for all banking products.

· Execute daily target of inbound calls in order to achieve required quota of service booking and answer customer enquiries, about baking related and about the new offers on debit cards and credit cards
· Courteously receiving customer concerns and collecting relevant information in order to escalate to team supervisor. 
· Attend to customer enquiries regarding card status product services, promotions, locations and contact details of branches. In case of technical enquiries, this needs to be referred in a timely manner to ream supervisor.  
· Responsible for assigned sales targets (MONTJLY,QUARTERLY and ANNUALLY)

· Goals set for centers month on month, maintaining relationship with target customers, customer service, ensuring high. Rate of returns on investment, Sales support and sales.

· Follow up for payment.
· Develop new sample for client.

· Maintain good relation with client.

· Conducting different type of demonstration of product to enhance the client base.

· Providing banking and financial advisory services to the customers by understanding their investment need.

· Generating sales through the banking channel.

· Develop new relationships and nurture the existing one.

· Process credit application for credit customers.

	KEY RESPONSIBILITIES ACCOUNTS & ADMINISTRATIVE AND SALES COORDINATOR.


· Assisting the branch accountant in control of the branch accounts and administrative activities.
· Verification and submissions of sales documents and submission of second sets to company for payment form bank.
· Oversaw weekly and monthly reporting corporation and reports and debit memo resolution, contract billing and reporting, meeting/conference billing and reporting, accounts receivable collection/recollection, accounts payable, and payroll preparation.
· Reliable administration of general accounting functions, business administration and timely truck dispatching; delivery of detailed financial reports and accurate documentation.
· Submission of documents to the managers for Deposit verification.

· Review periodic physical inventory to match with system stock.

· Maintaining the stock as per norms, Documents collection, provide daily updated data to stock. Promoting the brands & encouraging the sales through various promoting sales through visibility in my area.
· Operating internet, updating all records and documents (Hard copy as well as Soft copy) Purchasing and maintaining stocks, Data entry, updating accounts, compiling MIS reports. Networking stock Holders and organization.

· Proper execution of order and dispatch in on time.

· Taking feedback by endorsers and forwarding it to company.
· Maintaining all investments records of the clients.

· Successful development and implementation of scalable systems for varying clients, meeting deadlines and budgets.

· Solid leadership skills, bringing out the best in MIS teams.

· Analytical approach to challenges and excellent organization capabilities.

	PERSONAL SKILLS



· Proficient in English and Hindi and urdu and Tamil.
· Motivated, enthusiastic and tactful, keep to do well.
· Hard worker, ambitious and professional.

· Achieve task on time with respect to dead line.
· Ability to work independently
· Inventive.
· A very good listener
· Self-motivated and Detail oriented
	FURTIHER TRAINING


· Ms office
· Typewriting (lower and Higher)
· Ms word

· Ms Excel

· Tally ERP

	STRENGTH


· Positive thinking.
· Hard working

· Result oriented.
PERSONAL INFORMATION
· Date of Birth
:
14/12/1989
· Gender

:
Female

· Civil Status

:
Single
· Religion

:
Muslim
· Language Spoken
:
English ,Hindi, and Tamil, Urdu , malayalam
· Nationality               :
Indian
	My Core Skills:


I hereby submit my curriculum vitae and assure that all my personal particulars are true and correct to the best of my knowledge and belief. I will provide needed documentation upon request. 

                                                   Thanking you,
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