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PROFESSIONAL SUMMARY

2.8years of work experience in administration, support, date analysis, management, reporting across different verticals of the services.

ACADEMIC QUALIFICATIONS

	COURSE
	INSTITUTION
	BOARD/UNIVERSITY
	YEAR

	B.Sc (CS)
	Karnataka Science college
	Karnataka University 

Dharwad
	March 2012

	Pre University Course  
	R.L.S Composite P.U College Dharwad
	Pre university examination 
	June 2009

	SSLC
	K N K Girls High School DWD 
	Karnataka Secondary Education Examination Board
	June 2007


GULF - TRAINING EXPERIENCE

Organization:  Wall Greens International L.L.C
PO.BOX       : 93962

Position        : Office Executive.

Duration       : Nov 2014 – Feb 2015
Roles & Responsibilities: 

· Managing the entire administration and facilities.
· Receive and distribute mail
·  Maintain filing system and inventories
·  Assist in planning meetings by providing administrative support
· Respond to queries put forward by customers
· Monitor use of supplies and replenish as and when needed
· Assist the Executive Director and other staff as directed
· Management of local purchase and Maintenance Contracts.
· Petty cash transactions & employee reimbursement.
· Assisting Admin Manager in day-to-day activities.
· Responsible for maintaining Company confidential records
· Organizing conferences & team get-togethers
· In charge of Printing and stationery
· Event management & Calendar management
· Assisting the HR team, Finance Manager and the CEO in their work.
GULF - TRAINING EXPERIENCE

Organization:  Ace Tank Technologies LLC
PO.BOX       : 85652
Position        : Sales Administer 
Duration       : Mar 2015 – Till now

Roles & Responsibilities:
· Gather email addresses for particular persons within desired companies.

· Gather and create a data base off email addresses by industry and territory. 

· Organize and manage an outbound marketing campaign ( CRM )

· Send out an automated email campaign weekly to dedicated industries.

· Manage demand creation and demand response. 

· Effectively communicate value propositions across multiple business industries to secure initial prospects/RFQs.
· Manage handovers to the Sales team 

· Track quotations and post values on sales system. 

· Discover, navigate and document an organization’s marketing research landscape and transfer to sales Executive team in a consistent, uniform fashion.

· Maintain all activity information in Sales force, yes ware or Boomerang or close contact software packages or equivalent
WORK EXPERIENCE#1
Organization:  WIPRO BPO 
Address        : Hinjevadi phase 2 PUNE
Position        : Associates.

Duration       : 18th June 2013 – 07th Nov 2014

Nature of Work:
Responsible for handling customer queries and provide solutions for cancellation, modification in air ticket itineraries

Roles & Responsibilities:

· Creating the PNR (Passenger Name Record).
· Solving the rejections massages based on customer requirements.  
· Rejections are like cancellation of ticket, Modification, dividing passenger from the group PNR.
· And give the information of the itineraries to the customer.
WORK EXPERIENCE#2
Organization:  Namsystech pvt Ltd
Address        : Near NTTF, Dharwad Karnataka - 580001 
Position        : Service Officer.

Duration       : 1st May 2012 – 7th June 2013

Roles & Responsibilities:

· Responsible for maintaining the essential and confidential records pertaining to individual projects.
· Working as SME (Subject matter Expert)
· Doing different type of projects.
PROFESSIONAL SKILLS:
C, C++, Data Structure, Comp Network, Basic Computer.
ACADEMIC PROJECTS:
Project Title: Project on “Student Performance Analyses”                                  

Description: The aim of the project is to provide the analyzing the student performance based on the class attended , exams or test attended .By using all these statistics student performance can be analyzed. By taking primitive action we can improve or enhance the student performance.   
COMPUTER PROFICIENCY
· Basic

· Windows

· Internet Concepts

· Kannada Typing

· C, C++
PERSONAL DETAILS
· Marital Status           : Single
· Date of Birth             : 03/09/1991      

· Nationality

 : Indian.

· Languages known
 : English, Hindi, Kannada.
I hereby declare that all the statements stated above are true and complete to the best of my knowledge and belief and nothing has been cancelled / distorted.

