[image: image1.jpg]XGulfjobseeker.com

Hefing you tosearch st b & talent since 20021
HIGHLIGHTED CV - FREETO CONTACT




Shanna Vaidya




Personal information:

Date of Birth:
19th February 1987

Nationality:
Indian

Work experience:

1) Organization:
Indigo Airlines  (November 2010- November 2014)
Designation:
Lead Cabin Attendant

    Department:
In-flight Services

    Base:
Mumbai, India
Responsibilities:

· To be in charge of all cabin attendants in flight and be responsible to the captain for their duties on board

·   Do pre-flight briefing to all cabin attendants about service, procedures, SEP, first aid, security, and timings to e followed

·    Allocate duties to all cabin attendants, and maintain proper teamwork and coordination on board in consultation with the captain

·    To ensure that cabin services are carried out as per company requirements

·    Take report from all cabin attendants regarding emergency equipment, status of galleys, cabin, catering stock etc.

·    Ensure that all necessary announcements are made on time

·    Attend to any complaints or problems on board

2) Organization:
SCAN Infotech Pvt Ltd  (September 2008 to January 2010)
Designation:
Client Relation Co-coordinator

Department:
Marketing Department


Location:
Mumbai, India

     Responsibilities:

· Managing a team of 4 Independent Sales Consultants (ISC)
· Generate database from different sources
· Setting up calling schedules
· Recording feedback and setting up follow up calls
· Maintaining daily reports of cold calls made by ISC
· Maintaining and updating customer databases
· Conducting market research such as customer questionnaires
· Communicating with target audiences and managing customer relationships
· Organizing and attending events such as conferences, seminars, receptions and exhibitions
· Managing CRM, the production of marketing materials, including leaflets, posters, flyers, newsletters and e-newsletters
· Solving customer queries in case of any issue
3) Organization:
WNS Ltd         (March 2006 to August 2007)
Designation      Senior Customer Service Associate
Department:
Ameriprise Financial


Location:
Vikhroli, Mumbai

Responsibilities: 

· Handling queries of US based clients pertaining to their Auto Insurance policies. Giving the clients the exact information about the term of their policy.
· Assisted the back office team in quality monitoring, provided feedback to agents to      minimize error

· Customer inquiries and resolution management across all stages in the life cycle to support quote conversion and premium payment processes.
4) Organization:
GTL Ltd
                             (April 2005 to February 2006)
Designation:     Customer Relation Executive


Department:
Discover 


Location:
Mahape, Navi Mumbai

 Responsibilities::
· Outbound process (Sales of Discover Credit cards)     

· Up selling to existing customers

Education:

	Degree
	Institute
	Year of Passing
	Percentage

	Bachelor of Commerce
	University of Mumbai, Kalina
	March 2008
	52.00%

	Higher secondary school
	R.K Talreja College, Ulhasnagar
	March 2005
	71.00%

	Secondary school certificate
	Fatima High School, Ambarnath
	March 2003
	66.26%


Extra Curricular Activities:
· Listening to Music

· Participated in various singing competitions in school
· Active choir member

Software Skills:

· M.S. Word, Excel & PowerPoint.

· Microsoft CRM (customer services/ sales

Language skills:

· English Fluent (Verbal and Written)
· Hindi Fluent (Verbal and Written)
· Marathi (Verbal and Written)
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