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	PROFILE
	A hardworking highly energetic individual completed Masters In Business Administration (M.B.A) from
	
	

	
	University of Bedfordshire United Kingdom. Multi-disciplinary background, strong organizational skills
	
	

	
	
	
	

	
	and communication skills. Passionate to learn new skills, working in different cultures and in different
	
	

	
	management positions.
	
	

	
	
	
	

	EDUCATION
	  2013: Masters In Business Administration [Administration] (Bedfordshire University, UK)
	
	

	
	  2011: Bachelors Of Business Administration [Finance](Pune University, India)
	
	

	
	
	
	

	SKILLS & ABILITIES
	Business Development: Know how to demonstrate, promote, sell and negotiate. Good knowledge
	
	

	
	about marketing tools.
	
	

	
	
	
	

	
	Management: Organizational skills, multi-tasking, can prioritize work as per need, work efficiently
	
	

	
	under pressure, time management and good in written and oral communication.
	
	

	
	Financial Management: Sound knowledge of financial management and how to develop business
	
	

	
	plans.
	
	

	
	Customer Services: Good presentation skills, patience, analytical thinking, and problem solving
	
	

	
	attitude, initiator, client oriented and effective communication skills.
	
	

	
	H.R skills: Ability to handle a team, interviewing and selecting right persons for right job and train the
	
	

	
	employees how to perform the task, negotiation, Conflict management and problem solving ability.
	
	

	
	Technical Skills: Capable to work on basic computer Software & its applications like Power point,
	
	

	
	Microsoft Word, Excel, creating PDF files, report making, compose mail and answer. Moreover capable
	
	

	
	of formatting the computers operating system like Windows XP, Vista, Windows7.
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EXPERIENCE
BUSINESS DEVELOPMENT EXECUTIVE (AXIS BANK) (AXIS SALES AND SECURITIES) |PUNE, INDIA| AUG2010 – AUG2011 (TENURE 1 YEARS)

Responsibilities:
· Responsible for new business and customer relationship management. 
· Meet the given target with positive attitude. 
· Supply management with oral and written reports on customer needs, interests and potential for new product and services. 
· Describe the services and offers of credit card to the customers over the phone and walk in customers and motivate them to buy it. 
· Understand the need of the customer and offer the card as per their requirement. 
· Reporting team leader about sales done at the end of the day. 

· Solving customer problems regarding credit card and offer appropriate solutions. 
· Data entry using spread sheet. 
COMPUTER OPERATOR AND SCANNER (ROYAL MAIL) |HEMEL, HEMPSTEAD, UNITED KINGDOM| JUNE2012 – MARCH2013 (10 MONTHS)

Responsibilities:
  Prepare and check incoming parcel from worker and scan them to meet client  requirement.
· Maintain records of the item that needs to be dispatched urgently. 
· Make schedule of employee shifts and inform them about the same. 
· Reporting to the manager. 
· Answering phone call of customers. 
· Resolve problems by answering questions and requests. 
HR. COORDINATOR (INTERNATIONAL SHAH SONS) |SRINAGAR, INDIA|MAY2013 –MAY2014 (1- YEAR)

Responsibilities:
· Placing ad in local news paper for new job openings. 
· Helping H.R Manager in interviewing, recruiting employees as per the requirement, negotiation of salary and train them. 
· Maintain the record of personnel files of employees to make sure the complete set of documentation is up-to-date. 
· Maintain and update leave records, offer letter, complete resignation process and salary letters. 
· Advise management of appropriate resolution to employee relation issue. 
· Be the first point of contact to the inquiries regarding policies, procedure and programs. 
· Reporting the H.R Manager about the activities done at the end of the day. 
· Supervising, guiding and motivating the sales executives in order to achieve the sales target. 
· Ordering stock and handling administration work (employee records, attendance and other office tasks. 
SALES & MARKETING COORDINATOR (ZARA) |DUBAI, U.A.E|MAY2014 –JANUARY 2015 (8- MONTHS)

Responsibilities:
· Handling a high volume of customer inquiries, respond quickly and efficiently to all in-coming sales enquiries, by telephone, fax and e-mail, preparing brochures as required. 
· Making Contracts, bookings and raising invoices. 
· Meeting clients and negotiating the deals between the client and management. 
· Be the first point of contact for any inquiry regarding operations. 
· Responding to and coordinating all internal meeting requests. 
· Managing all the sales related activity of the company. 
· Coordinating with the drivers to ensure that the services are scheduled and delivered on time. 
· Ensuring that staff uniforms and personal appearance are always clean and professional. 
· Carrying out administrative tasks such as data input, processing information, completing 
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paperwork and filing documents.
· Contacting potential customers to arrange appointments. 
· Supporting the field sales team. 
· Speaking with customers using clear and professional language. 
· Resolving any sales related issues with customers. 
· Completing the administrative needs of the Sales Department. 
· Making follow-up calls to confirm sales orders and delivery dates. 
· Handling HR. duties like recruiting, resignation process and salary statement. 

	CERTIFICATIONS
	  One Year Diploma In Computer Hardware And Basic Software
	

	
	(Computer Trust Of Kashmir) SRINAGAR (J&k), India.
	March2006 –March2007

	
	  Qualified International English Language Test (IELTS) with 6.5 bands.
	

	
	(University Of Cambridge)
	

	
	  Qualified Password English Language Test (PElT) with 6 bands.
	

	
	(UNIVERSITY Of Bedfordshire)
	

	
	
	

	ACHIEVEMENTS
	  Won an award for best dancer at my college.
	2010

	
	  Received certificate for the best project report at my University
	2009

	
	(Chiniwalas Pvt.Ltd).
	

	
	  Won an award for fashion show at my college.
	2008

	
	  Participated in the UGC sponsored 3D International Conference
	2008
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