Ms. Sarita Singh

Mobile : 09590477003
Email : singh081972@gmail.com
Summary
I am a dedicated and compassionate early childhood educator. Having an overall experience of 15 years in different service sectors and working as an educator for a 4-month period. 
SKILLS & ATTRIBUTES

· Excellent inter-personal skills and pleasing personality;

· Ability to proactively understand customer’s needs and offer solutions

· Quality and service oriented with an aim to exceed the service level expectations

CAREER HISTORY

· Worked with Eurokids R.T Nagar (January 2013 to April 2013) at Bangalore.

Eurokids was founded in 2001 with an objective to nurture early learning environment for children using technology in enhancing learning engagemnets. 

Responsibilities:

· Develop and implement age appropriate lesson plans ensuring a balance of educational and play activities.

· Worked with Meivia International (2001 to 2004) at Bangalore.

Meivia International was founded in 2002 with an objective to facilitate the bi-directional trade between India and Israel. Meivia provides consultancy services to companies in Israel who are considering entering or outsourcing from India. 

Responsibilities:

· Business development

· Identifying the vendors for specific products and services

· Making presentations to clients at different locations to promote the services/products

· Negotiate on behalf of the companies keeping based on the strategic guidelines

· Monitoring and reporting

· Operations

· Manage the office administration

· Fixing up the itinerary for the visiting delegates

· Manage the office maintenance

· Coordinate with agencies like travel agents, Hotel agents

· Manage the petty cash

· Customer relations

· Coordinate with the vendors, companies and clients for feedback

· Offer solutions to queries/problems faced by the clients

Achievements:
· Positioned Crystal Impressions, an Israel based company manufacturing crystal wares as one of the key gift suppliers in South and West of India

· Identified and signed off agencies to promote and sell the Crystal Impressions range of products to corporate customers

· Worked with ICICI Bank Limited, Largest private Bank in India from January 1998 to December 2000 at Mumbai.

Designation
: Junior Officer

Responsibilities:

· Banking and Financial services

· Opening of various accounts like Savings, Fixed deposit, Cash Credit account, Current Account etc.

· Closing process at the end of the day

· Handling teller cash
· Administrative functions

· Front office operations
Achievements:
· Promoted as Junior Officer 
· Worked with BPL Engineering Limited, a diversified group with leadership position in the white goods industry at that time from December, 1994 to December, 1997.

Designation
: Customer Service Assistant 

Responsibilities

· Customer service

· Handling customer complaints over the phone and registering for resolution of the problem.

· Co-ordinate with other departments, workshop engineers and customers for resolution of the complaints

· Manage MIS of the complaints registered and resolution of the complaints
Achievements:
· Promoted as Senior Officer 
· Worked with Nikumbh Dairy Products Limited, from June, 1998 to December, 1999.

Designation
: Customer Service Assistant 

EDUCATIONAL QUALIFICATIONS

· B.A. (Economics) from University of Mumbai (1993).

· M.A (English)       from Bangalore University  (2023)

· B.ED (English and Social Studies) from Bangalore University (2016)

PERSONAL PROFILE

Languages known
: Hindi, English and Marathi

Marital status

: Married

Date of birth

: 8th February, 1972

Hobbies

: Cooking, Music

