	CURRICULUM VITAE

Mita Naik

Personal Status: 
Father’s Name   : Mr. Nandlal Naik
Date of Birth      : 11th Sep 1988

Sex                    : Female
Nationality          : Indian
Marital Status    : Unmarried

Visa status         : Visit visa 

Address:

Country : India
Email ID:  missmeet11@gmail.com
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CAREER OBJECTIVE:
To learn and function effectively in an organization and be able to deliver to the bottom-line. To constantly upgrade my knowledge and skills and make a difference in whatever I do.
EDUCATIONAL PROFILE :


Course              : MBA  in  Finance (Major) & Marketing (Minor)
University          : IIMT, Bhubaneswar

Course
              : +3 Commerce 

Discipline          :  Accountancy hons. 
Institution          :  Ravenshaw University,2010

Course
              : +2
Discipline          :  Commerce

Institution          : Narbheram Hanshraj English School

Board

  : ISC

Course
              : 10th
Institution          : Narbheram Hanshraj English School

Board

  : ICSE


SKILLS                  

· Discipline, strong mind, mixing nature. 
· Proficient leadership and management capability.
· Effective communication skills.
· Admirable time management to conclude the work planned on time.
Training Experience 

· Training Programme on the topic entitled “Ratio Analysis ”A Case Study On S.D. Singh Polytube Company Pvt. Ltd

· Dissertation on “Credit appraisal process at Axis bank” 
Others
 :       MS OFFICE
                                                  :       Tally 7.2 from CEDTI, Tally E.R.P 9

                                                  :       DMS

Work experience: 
Worked at Vikash Tradelink (India) Pvt. Ltd:-  As a Back office sales co-cordinator from
                                                                                                           9th July 2012 to 15th September 2013   
                                                                                                           
 Job Responsibilities:-                 :Making Quotations& Report to every sales person
                                                        : Maintaining Quotation Track

                                                        : Assist all sales people
                                                        : Out of city invoices keeping track on daily basis with summary & mail to 

                                                          Concerned party

                                                        : Making Purchase Order and Billing.
                                                        : Total quotation summary with concerned person & Order against 

                                                          quotations in every 15 days along with TATA STEEL.

                                                        : Keeping track of mails on daily basis & send it to concerned dept. with
                                                           summary handover to Director and General Manager.
 Working at RENAULT JAMSHEDPUR as a Customer Relation Executive (Sales) from 25th
                                                                                            September 2013   till date.
 Job Responsibilities:-               : Handling DMS Enquiry, Test Drive, Bookingand Retail
           : 3rd day & 15th day PSF calling

           : Tally billing

           : DMS billing, Reporting
           : Daily dash board reporting

 


           :  Co-ordinating delivery process

           :  Handling Customers issues and resolving them
                                                      :  Making PPT Projects for Events and Activities organized.

HOBBIES

                                           : Practice my skills in my Laptop 
                                               
                                           : Spend time with my friends

                                           : Playing Chess

                                           : Interacting with people

                                           : Enthusiastic to learn and work

LANGUAGES KNOWN
· English   - Speak & Write

· Hindi      -  Speak & Write

· Oriya      -  Speak
· Bengali   - Speak

Declaration

I hereby declare that all the data and information provided above are true and correct to the best of my knowledge and I hold responsible myself for any irregularities if found. 

Date:                                                                                                                                         Yours faithfully
Place: Jamshedpur (India)
