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NIVEDITA 
	Personal Profile:

Date of Birth : 16-01-1985
Sex : Female

Marital Status : Married
Nationality : Indian 
Total Work Experience : 11Yrs
Languages known:
To speak : English,Hindi, Marathi
To read : English, Hindi, Marathi
To write : English, Hindi, Marathi
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Academic Details:
Education

Board/University,

Year
Score
MBA – Logistics & Supply Chain Management
Welingkar Institute of Management Studies
Appeared 1st Sem
T.Y.B.Com
Mumbai University, 2005
68.57%
H.S.C.
Mumbai University, 2002
72.50%
S.S.C.
Maharashtra State Board, 2000

75.33%
Working Efficiency:
Excellent in Computer Operations like in MS – Office, Tally
Key skill Areas:
· Team Handling.

· Good Communication with clients. 
· Good Coordination with Colleagues.

· Problem Resolving Attitude.

· Remote solutions for client with the help of IT team.



Total Year Experience: 11 Years (India)
Career Objective: Seeking to build up the career in field of Customer Relations, where I can grow and expand my Skills and Professionalism as well as achieve recognition in a challenging work environment.

	Personal Traits:

· Thirst for Knowledge
· Focused work
· Self belief
· Confidence
· Learning though experience
· Ability to complete work before deadlines.

Responsibilities Undertaken:

· Participated and act as first responding crew in various emergencies.
· Attaining Events and Representing the Organization in the event.

· Handling and Training Customer Care Team
· Handling Marketing Team

· Introducing product to New Marketing Persons with all the added benefits of the product.

· Training Marketing Persons

· Handling Data Entry Team

· Recruiting New Members for Data Entry, Customer Care and Marketing
	JOB EXPERIENCE:

· Pvt. Ltd., India
Position:  Consultant Customer Care - Marketing
Period: April 2015 – Till Date 

Duration: 1 Year
Job Profile:

· Handling two domains
· Handling customer care team 
· Marketing specifically for Mumbai Region.
· Reporting to MD for the performance of team.
· Strategic Planning for www.logisticleads.com
· Seagull e-Business Solutions Pvt. Ltd., India
Position : Asst. to Director
Period :  August 2010 – April 2015
Duration : 4 Years 8 Months
Job Profile:
· Handling two domains 
· Handling online banking transactions.
· Operating DSA for Thyrocare, It is related to healthcare.
· Monitoring customer care as well as data entry.
· Handling HR & Administration activities.
· Handling all departmental issues.
· Helping other Director in marketing.
· Maintaining Accounts and Back office work.
· Sharekhan Ltd., India

Position : Executive – Operations/ Dealer (Institutional)
Period : Oct. 2007 – June 2009.
Duration:3 Years 2 Months
Job Profile:

· Operating Back Office Software and DP Software i.e. Saces
· Handling all the Back office and DP related issues.
· Handling customer queries regarding Payin, Payout, Collection & Payment.
· Providing assistance to customers regarding Equity Market.
· Dealing with Equity Market in BSE.
· Co-ordinate with clients for buy/sell of Equities.


	Strengths :

· Good Coordination Skills.
· Good Communication Skills.
· Problem Solving Attitude
· Good Team worker.

· Good Analytical Skills.

· Quick learner.

· Hard worker.

· Passion for Learning.


	· I Process Services India Pvt. Ltd., India

(Outsourced to ICICI Bank)

Position :   Phone Banking Officer
Period : Sept. 2007 – Oct 2007.
Duration : 1 Month
Job Profile:

· Handling customer queries.
· Joining New Client with ICICI Bank.
· Plus Business Machines Ltd., India

Position :   Office Assistant
Period : July 2006 – June 2007.
Duration : 11 Months
Job Profile:

· Handling all the Advertising & Promotion Activities All over India.

· Communicating with Media Representatives for advertising proposals and forwarding the proposals to Director for approval.

· Submitting Advertising & Promotion report monthly.

· Maintaining record of orders received through Advertising & Promotion and Cost incurred for Advertising & Promotion.

· Maintaining Schedule of Events for full year.

· Organizing for co.’s participation in various exhibitions all over India.

· Assisting in Following HR Activities.

· A) Salary Processing B) Recruitment C) Attendance Software Handling and Operating D) Handling Printing & Stationary for all 8 branches throughout India E) Issuing Insurance Certificates for Co.’s Products i.e. DLP Projectors & Electronic Copyboards.
· Arihant Capital Markets Ltd., India

Position :   Dealer (Institutional)
Period : August 2005 – May 2006.
Duration : 9 Months
Job Profile:

· Handling customer queries.
· Providing assistance to customers, regarding Equity Market.
· Dealing with Equity Market in BSE.
· Co-ordinate with clients for buy/sell of Equities.
· Making Excel Reports & Charts for daily activities.



Declaration



I do hereby declare that the particular of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.
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