	Personal Data
Nationality: Indian

Date of Birth: 12/02/1981

Sex: Female

Civil Status: Married.
Visa status 

UAE Husband visa 

Operating System
· Windows XP
· Windows vista
· Windows 7
· Mac
Skills

· Tally

· C, C++
· VB
· Java
Strength

· Punctual

· Efficient

· Energetic

· Hard working

· Sincere
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CAREER OBJECTIVE

· To be an integral part of an industry which can provide me the right platform to do a challenging  job; where I can use my strength, experience and my education prowess for the growth of the organization and also for my personal growth, learning and development.

PROFESSIONAL CERTIFICATION.  
· Good knowledge of quality analyzing and giving appropriate feedback to work on and which can make wonders.

· Excellent team handling ability and innovation in the team to give better results.

· Very good at using different kinds of software as worked with different dept in the same company and outside the company, as per companies requirement.

· Taking remote access and doing troubleshooting on customer’s computer who is globally based.

Work Experience
1. Gulf 

Worked as Telesales officer in Gulf Dubai on contract.
2.  IBM Pvt. Ltd.
Worked as Telesales executive for hp computers, outsourcing for united states based customers and also with virgin media as semi tech advisor for internet connection for UK based customers.

Duration:-2 ½   years experience.   

Designation:-  Sales executive and technical support advisor.
· Excellent communication skill over global customers.
· Configuration of modems and routers.

· Management of troubleshooting steps related to internet connections 

for U K based customers .

· Good speaking ability and convincing power on global customers.

3.Tech Mahindra private ltd 

Worked as customer service advisor for 3G Telecom company based in UK. Have also worked as quality analyst and analyzed calls regarding 3G and had given required feedback for the excellent customer service to be served to the customer.

Duration: 2 years

Designation:- Customer service and  Quality analyst 
· Provide support to iphone customers based in UK having 3G connection.
· Good bill explanation and calculation skill.
· Good Quality analyzing skill.
· Good feedback giving ability as has very keen observation on the quality of customer service given by advisor.
· Good excel knowledge and hands on with working with excel.

 4. V M challani pvt. ltd.
Duration:-1 year.

Designation:- Assistant accountant. 
· Worked closely with chartered accountant.

· Sound knowledge of book keeping.

· Maintaining of trail balance, balance sheet, profit and loss.

· Knowledge of Tally.

· Good data entry ability.

   5. Paul chemicals pvt ltd.
Duration:-1year.

Designation:-Receptionist.

· Worked as a very responsible receptionist.

· Keeping record of all the data related to Paul chemicals.

· Very polite and efficient at work.

· Accepted challenges.

Personal ability:-

· Capable of working in bilingual environment. 

· Ambitious, hard working, energetic, well disciplined and soft spoken.

· Good team worker, able to meet deadlines and handle responsibilities.
· Positive thinking, innovative, self-motivated and flexible.

·  Strong communication skills and has knowledge of 4 languages; English, Marathi, Hindi and Malayalam.

Academic qualification:-

· Mcom (from Pune University in the year 2005).
· Tally (from C-DAC, pune in the year 2005)
· Diploma in computer application (Institute of management and leadership development in the year 2002)         My areas of expertise encompass:-
Areas of expertise:-

· Keen problem solving skills allowing rapid assimilation and resolution of complex problems.

· Excellent written and oral communication skills with the ability to communicate appropriately in business and technical situations at all levels.
· Exceptional documentation skills for writing use cases and functional requirement documents.

· Highly motivated individual with proven ability to learn fast and work well under pressure.

· Excellent team player with ability to think analytically and troubleshoot issues.
· Excellent knowledge of power point , ms excel, ms word ,tally as well as have studied basics of c, c++, v b, java etc.
Declaration
I hereby declare that the above information is true and correct to the best of my knowledge and belief.



