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PROFESSIONAL OBJECTIVE
To seek a responsible and challenging growth oriented position in the field of Office Administration, Event Management or Customer Care where I can give my best to the job assigned to me, learn from my superiors, gain maximum knowledge and grow within the organization.
PERSONAL INFORMATION 
· Nationality 

: Indian
· Date of Birth 

:29thJune 1980
· Visa Status                   : Husbands Visa
· Marital Status

: Married
· Languages known 
: English(Spoken & Written), Hindi(Spoken & Written) &Marathi
(Spoken & Written)                        
EDUCATION
· Bachelor of Commerce 
· Higher Secondary Certificate 
· Secondary School Certificate 
OTHER QUALIFICATION
· Computer Literate (Advance diploma in Microsoft Office from Syspro Computer Education)
WORK EXPERIENCE:
Employment History:
Current employment:
RYAN STAR INTERNATIONAL SCHOOL, SHARJAH
Front Desk Officer / Customer Care / Administration Asst. – (April  2012 – Dec 2012)
Responsibilities:
· Ensuring prompt and high quality customer service.
· Assuring quality service to the clients
· Working as a team player to plan and coordinate work
· Planning, preparing and presenting lessons that cater for the needs of the class
· Manage relationship with the parents to get higher footfall of students
· Attending the incoming calls making sure all the customers queries are resolved  
AARTI ENTERPRISES, Mumbai (India)
Marketing Manager – Sales / Customer Care / Administration       (from March 2010 – Jan 2012)
Responsibilities:
· Administering and managing a team of telesales; 
· Ensuring prompt and high quality customer service to push referral business;
· Responsible for overview of all new joining staff;
· Training and motivating the new recruits and the team;
· Converting enquiries into business by tactful follow ups;
· Provide direct support service to individual staff & small groups;
· Oversee implementation of policies & programs which are in line with the organization;
· Complete written reports as needed or as requested by management;
· Conduct professional development workshop to identify new avenues;
· Prepare rosters/scheduling, maintain individual staff plans;
· Maintaining daily sales MIS;
· Make oral presentations of assessments, observations, highlighting the performance of each staff for better business development;
· Liaise with marketing department to increase the business base;
BONANZA PORTFOLIO LTD, Mumbai (India) 
Marketing Manager- Customer Care / Administrator
 (from September 2009 – February 2010)
Responsibilities:
· Handling corporate clients for trading in Indian stock market;
· Administering and managing a team of telesales;
· Ensuring prompt and high quality customer service to push referral business;
· Facilitating active trading by training and providing demonstration of online portal;
· Responsible for overview of all new joining staff;
· Training and motivating the new recruits and the team;
· Converting enquiries into business by tactful follow ups;
· Provide direct support service to individual staff & small groups;
· Oversee implementation of policies & programs which are in line with the organization;
· Complete written reports as needed or as requested by management;
· Conduct professional development workshop to identify new avenues;
· Prepare rosters/scheduling, maintain individual staff plans;
· Make oral presentations of assessments, observations, highlighting the performance of each staff for better business development;
· Liaise with marketing department to increase the business base;
SEJAL ENCASA, Mumbai (India)
Assistant Manager – Customer Care (from March 2007–December 2008)
Responsibilities:
· Manage relationship with the architects to get higher customer footfall;
· Assuring quality service to the clients;
· Showroom in charge for all service queries;
· Taking responsibility for the progress of a business; 
· Organizing classroom and learning resources to create a positive learning environment; 
· Planning, preparing and presenting lessons that cater for the needs of the class;
· Motivating Architects with enthusiastic, imaginative presentation for better business development; 
· Working as a team player to plan and coordinate work; 
· Staying up to date with changes and developments in the structure of the day to day plan; 
RENAISSANCE Hotel, Mumbai (India)
Co-ordination Manager – Customer Care (from January 2004–March 2007)
Responsibilities:
· Co-ordination with the corporate clients ensuring best service;
· Organizing parties and business meetings for corporate;
· Working as a team player to plan and coordinate work; 
PROJECT CRAYONS, Mumbai (India)
Public Relation Officer – Customer Care (from July 2001–December 2003)
Responsibilities:
· Acquiring clients for orphan donations, through references and self-generated leads;
· Collected INR 0.5 Million  as a donation within six months of joining;
· Managed a charity event organized example - at Hotel Tulip Star, Santa Cruz with great success; 
ACHIEVEMENTS: 
· Handling of large groups (350 people at one time);
· Conducting surveys / tours to different locations across Mumbai for expansion of business;
· Good hand at organizing events;
SKILLS & INTERESTS: 
· Enjoy dealing with people and be able to vary my approach depending on the guest;
· Patient and tactful;
· Stay calm under pressure;
· Think quickly and act with responsibility;
· Multi-tasking;
· Methodical and well-organized;
OTHER INTERESTS:  
· Reading, gardening, listening to music & cooking.
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