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Profile
A Commerce Graduate with business and marketing management, From Saurashtra University, Rajkot, who is a dedicated team player with demonstrated abilities, who can bring to your business additional professionalism, passion, productive ideas, enthusiasm and out the box thinking with practical experience of almost 9  years, seeking job in a reputed leading edge organization that recognizes and values individual contribution and will provide opportunities for growth & advancement.
Experience
DSN Agri Brokers, Admin head cum Personal Assistant , Rajkot ( 2 years )
· Worked as a Personal Assistant and Admin Head, with DSN Agri Brokers at Rajkot. (Jan 2010 to Dec 2011)

· Responsible for handling phone calls from buyers and seller, collecting Payments from buyer, making payment, collecting “H” Forms from buyer and sending “H” Forms to Seller, organized and maintained file correspondence, systems and other essential records, handling the personal accounts of the Proprietor, outgoing mails and correspondence like faxes, e-mails and couriers, collecting account statement and debit notes from the concern parties, managing the payment sheet from the loading bills, taking the truck details from the loading team and managing the sheet, performing administrative tasks like compiling and analyzing data, arranging and attending meetings with executive officers, daily reports and updated the same to the owner, collection, insurance documents and premiums.

· Responsible for making contracts in company’s software and sending it to buy and seller through fax, e-mail and courier, maintaining data in company’s software, TDS certificates and Brokerage bills, Sending rates to buyers and making Pending list, arranging and taking interviews. 

Wipro Bpo, Capital One Auto Finance, Associate, Pune ( 7 Months )
· Worked as CCE, With Cap One Auto Finance, Pilot Process, At Pune. ( June 2009 to Dec 2009 )

· Responsible for handling incoming phone calls from the customers, providing adequate information to the concern account holder, collecting loan installments over the phone, Organized and maintained file correspondence, systems and other essential records, coordinating a good rapport with rest of the team, QCE, Team Leader, Floor manger, and Process manager.   

· Assisted in reviewing the plans and monitoring variances in the organization.

Narayan Shipping Company Pvt Ltd., Front/back office assistant, Porbandar. ( 2 years )
· Worked as a Front Office assistant and providing customer support to clients with Narayan Shipping Company Porbandar.  (Nov 2006 to October 2008)
· Responsible for performing administrative tasks like compiling and analyzing data, prepared Stock reports and maintained proper records of files, maintaining good rapport with the officers and staff, answering phone calls, arranging and attending meetings with executive officers, prepared daily reports and updated the same to the manager, making payments after the ship has been loaded, prepared innovative strategies and plans to achieve the target as well as the goals of the organization, maintaining daily books of accounts. Manually as well as in the company’s software, making shipping bills and vouchers according to loading.
· Responsible for handling the personal accounts of the Directors, preparing outgoing mails and correspondence like faxes, e-mails and couriers. 
Hutch, Front office executive, Porbandar. ( 4 years and 5 months )
· Worked as a customer service executive with Hutch,  Porbandar.  (April 2002 to September 2006 )

· Responsible for answering calls, handling payments, form filling, preparing daily reports.

· Responsible for sending correspondents like mails, couriers, fax etc, collections, achieving monthly targets, solving clients query on calls, attending walk in customers, allotting Sim cards to the customers, guiding and helping the customers for payments, attending meetings with the managers, analyzing and managing customers records, all the misc work that comes up throughout the day.
· Handled walk in quires.
Educational Summary
· Bachelor of commerce with Business Management and Marketing management, from Saurashtra University, Rajkot.

· HSC from Gujarat Secondary and Higher Secondary Education Board, Gandhinagar.

· SSC from Gujarat Secondary Education Board, Gandhinagar.
Technical Skills
· Familiar working on Windows Platform like Microsoft Windows 7, Windows XP.

· Basic Knowledge of working with Microsoft Outlook, Word, PowerPoint & Excel.
Areas of Interest

· Traveling & Shopping.

· Listening to Music
Professional Achievements

· Successfully maintained healthy work environment in the organization.

· Capable enough to work autonomously as well as a part of team 

· Good interpersonal and managerial skills.

· Improved business prospect and the quality of clerical work.
Extra Curricular Activities
· Have worked on Aids Awareness campaign.

· Have learnt a bit of playing Key-Board. 

· Have done “INFLIGHT MANAGEMENT AND SRVICES “Course, conducted by The Skyline Aviation Club, Mumbai.                ( Sept 2003 )
· Have Attended a Re-fresher course of INFLIGHT MANAGEMENT, at Delhi. Conducted by Kingfisher Airways.
· Have worked with Jet airways and Kingfisher as intern. 

Personal Info

· Date Of Birth

- December 12, 1984

· Place Of Birth

- Sharjah, UAE

· Current Position

- Admin Head cum Personal Assistant

· Marital Status

- Married

· Nationality


- Indian

· Visa Status


- Residence visa
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