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MBA in Operations management with nearly 6 years of experience in Customer service and Administration Department.


OBJECTIVE:
Looking for career that presents challenge and opportunities to grow and learn.  I would like to use any work experience and knowledge to continuously contribute to the company and thus grow professionally in the organization
   
April 2013 – Till date

Lavasa Corporation limited: Executive-customer service

Lavasa (An HCC group company)-

Lavasa is a prime offering from HCC, with a level of city infrastructure yet to be experienced in India, thus setting new benchmarks in planning, construction and service delivery

Position held: - Executive-customer service in City management services
Reporting to
 : - Operation Manager - Customer service.
Responsibilities: - Responsible for Handling customer queries and complaints; to handle & coordinate vendors, technician team; to ensure customer satisfaction.

Scope - Supports the City management services to coordinate with different departments to include the following:

- Expediting resolutions on customer queries and complaints

- Billing documentation and Administration as required by the City management services.

- Snag rectification & work completion report required by City management services.
Key Responsibilities – 

· To handle customer queries and complaints and provide proper resolution in timely manner

· Follow up with Post possession issues rectification

· To handle MSEDCL (electricity) billing and queries

· City maintenance payment collection

· To achieve customer satisfaction and be the single point of contact for any issues or complaints.

· Administration and billing for customer database

· Monthly records (MIS) and compilation

· Creation and processing of consumer numbers for MSEDCL

· Coordination with water, electricity and city maintenance services dept.

· To Handle team of technicians and housekeeping

· Coordination with sales ,CRM and marketing

· Coordination with vendors and contractors

· Work completion and handover reports generation

· Follow up on Snag rectification with coordination of projects

·  Ensure corrective complaint management
· Provide general feedback to the sales in charge for the project progress, as required.

· Office space management, Supervision of Facilities, Housekeeping, Stationery management,   Monitoring of office utilities/inventory.

·  Take the lead in processing work orders/Budget, Indent Preparation & tracking.

·  Lease Management

· Coordination with special planning authority for any additional work permits of internal and external development.

Cipla Pharmaceuticals-

Cipla is one of the world’s largest generic pharmaceutical companies with a presence in over 170 countries, well known for maintaining world-class quality across all our products and services.
Position held: - Territory manager 
Reporting to: - Area Sales manager

Responsibilities
· First person in Kolhapur to launch a dedicated division of pediatric critical care for pediatrics specialty as a whole.

· Responsible for launching concept selling Drugs and many India’s first Drugs to Doctors.

· Successful launching of India’s first dosage form of drugs like vancomycin, suspension antifungal, Liposomal technology.

· Contributed in Cipla Manpower by screening and spotting 4 people.

· Initiated webcast, round table meet, Drs Forum, Cme activities across the Critical care fraternity. 


Mphasis an HP company-
Mphasis, a leader in providing end-to-end Business Process Outsourcing services, provides high quality, value-added voice and transaction-based services to Fortune 500 companies worldwide.
Position held:- Sr. Transaction processing officer 
Reporting to :- Team Leader-Operations
Responsibilities
· To provide online technical support via chat

· Team Meetings, Team Performance and development plan
· Mentored other Team Agents

· Solve the customers issues in given time
· Implement the suggestions to improve on productivity
· To provide resolution on window vista and window 7.
· Team member of the command center (MIS)
· Troubleshooting customer queries via chat support
· Providing L1 support to worldwide customer of HP Notebooks.
· Taking collateral for the notebook to be serviced.
· Handling Escalations With regards to HP Notebooks
· Worked as a Subject Matter Expertise.

· Evaluated and resolved or escalated issues, as appropriate, to higher-level support staff in a timely manner.

· Trouble shooting of various problems including Software, Hardware and basic Networking.

· Communicate all process and client changes to direct reports within specific timeliness

· Be the single point of contact with the team and the senior management through effective communication on key deliverables and soft issues

Tech Mahindra Limited is an Indian multinational provider of information technology (IT), networking technology solutions and business support services (BPO) to the telecommunications industry.
Position Held – Customer service associate

Reporting to – Team leader -Operations

Responsibilities

· Process the data as per client requirement

· Matching Cost with Revenue
· Work allocation to associates
· Revenue Reconciliation (Process Name: Matchmaker)

· Subject Matter Expertise.

· Daily / Weekly / Monthly Reports


· MBA (Operations) from Jayawant institute of management studies, Pune University in 2015. (Secured 66.00 %)
· Bachelors in Science (chemistry) from Camp Education society, Pune University in 2010. (Secured 61.00 %) 

· Diploma in Pharmacy from Jayawant institute of management, Pune University in 2005. (Secured 71.00 %)

· 12th from Maharashtra State Board in 2003. (Secured 54.00%)

· 10th from Maharashtra State Board in 2001. (Secured 70.00%)

· Software: MS Office {MS Word, Excel, PowerPoint} etc.
· Good Knowledge of Internet Operations.
· Good use of Statistical Tools
· Knowledge of Siebel and CRM tools
SPECIAL ACHIEVEMENTS:

· Been selected as ‘The Star Performer’ for the month of June 2008 (Tech m).
· Received a number of appreciations from Tech Mahindra and Mphasis.
· Nominated as a Bright TM and POB champion in Cipla for 2 Months.
· Nominated as “Neochamp” (Neosurf) for 2 months in Cipla Ltd.

Date of birth
           
 :   11th July 1986
Language Known        
 :   English, Hindi, Marathi
Marital Status  

 :  Single
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