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OBJECTIVES  

To develop a successful career in the Industry, I would strive for success by working honestly and sincerely with single-minded devotion and determination, by being a leader through hard work, and the same time, ensuring quality.

EDUCATION QUALIFICATION


	S.No
	Stream
	Institution
	% of Marks/GDP

	1.
	BCA (Computer Application)
	Jaya college of Arts and Science
	60

	2.
	XII std
	[bookmark: _GoBack]Ebenezer Matriculation Higher Secondary School
	65

	3.
	X std
	Little Holy Angels Matriculation Higher Secondary School
	60

















CAREER PROFILE:

Company       :   First Source Pvt Ltd
	
Designation   :   Admin Executive

Duration        :   From March 2022 to July 2024.

Job Responsibility:
· Manage the day-to-day operations of the office, including maintains attendance, executive calendars scheduling meetings and appointments, organizing files, and handling correspondence.

· Prepare and maintain required MIS trackers- monthly maintenance.

· Timely support to facility services, courier, stationery, housekeeping, payment, equipment repairs and maintenance with 5 S management.

· Expertise in Problem solving and decision-making. 

· Prepare reports, presentations, and other documentation for meetings and presentations.

· Collaborate with HR to manage employee records, attendance, and vacation schedules.

· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) and experience with office management software.

· Facilitate communication between executives and various teams, acting as a liaison to streamline operations.

· Employees engagement and welfare initiative Support event planning and execution coordination of company meetings and functions


Company       :   Micro Labs Ltd - Bangalore 
	
Designation   :   Admin Sales Executive 

Duration        :   From Jan 2021 to Feb 2022

Job Responsibility:
· Create monthly Sales Report.
· Checking Travelling Expenses for Sales Representatives.
· Create Incentive Slab’s for Representatives.
· Providing Sales Data to SBU Head and State Heads.
· Follow up on weekly sales details and sharing with State Heads and SBU Head
· SAP Data :Download and share required details to SBU head
· Preparing Full and Final settlement for Resigned employees
· Interact with Representatives and sort out issues on daily basis.
· Updating of Field force details in Disha.

Company       : ACCENTURE - Bangalore 
	
Designation   :   Customer Service Associate

Duration        :   From Nov 2019 to Dec 2020.

Job Responsibility:
· Voice Process 
· Actively listening to customer needs and concerns respond to them accordingly. 
· Ability to work under pressure and meet sales targets. Negotiating the pricing and closing deals.  
· Handling objections and addressing customer concerns professionally.
· Staying updated on new product launches, promotions, and pricing changes. 
· Building strong customer relationships and fostering loyalty. Fulfilling the customer expectation.
Company       :   HCL
	
Designation   :   Senior Customer Relationship Executive

Duration        :   From May 2017 to March 2019.

Job Responsibility:
· Voice Process
· Checking out with customer regarding status of goods which they have ordered. Help customers find products and services that meet their needs.
· Help customers purchase products and services using cash, credit cards, or other payment methods.
· Recommend new products or services or make suggestions for improvements by identifying relevant features and benefits.
AREA OF INTEREST                                                                                                                                          

· Team Management
· Process Training 

TECHNICAL SKILLS                                                                                                                                        

· Platform known: Windows 98,2000,XP, 7.
· Software known: MS word, MS Excel, MS Power point.

PERSONAL INFORMATION                                                                                                                            

Mother’s Name 	: D.Latha

Address 		: No.56-B 1st Floor 2nd Main Road Kalaimagal Nagar, Ekkathuthangal,
  Chennai 600032.

D.O.B 		: 12-11-1990

Hobbies 		: Handling Events, Listening Music, Dancing, Riding Bike 

Language known     : Tamil, English, Hindi

Strengths		: Effective Team Player, Hard Working, Adopt to the Situation

Weakness	            : To be Frank and Helping Tendency.


DECLARATION:

I hereby declare that all the particulars stated above are true to the best of my knowledge and belief.


Date:							Place: Chennai
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