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 			5+ Years’ Experience in Service & IT Industry
Objective: I strive to work in an environment that exposes me to a wide spectrum of situation that would contribute to enhance my learning under a continuous process. I am a team player, my specific aim is to do job & well in time.
Strengths: Ability to perform under high pressure and against deadlines, ability to motivate and inspires confidence in the team, hardworking and dedicated to the companies objectives.
Key Skills: Customer support & implementation, Client interaction, admin & facility management.
Current Functional Area: Operation/Coordination/Support.
Qualifications:
· Intermediate: Lal Bagh Girls Inter College, Lucknow
· Education Graduate from Lucknow University (B.A.)
· Education Postgraduate from Lucknow University (M.A.)
· Currently Perusing MBA from Integral University, Lucknow
Others: 
· DIPLOMA COURSE IN COMPUTER APPLICATION FROM F-Tech LUCKNOW.
· CERTIFICATE COURSE IN COMPUTER ACCOUNTING FROM F-Tech LUCKNOW

Summary Of Skills & Experience:
Having worked in the service & IT industry. I have gained valuable knowledge in almost all aspects of jobs, which aim at customer satisfaction & company upliftment. It has helped me in developing excellent interpersonal skills.
Achievements:

· Awarded as a 1st prize in all over UP For my self-written song in voting Awareness pogroms on National voter’s day, by governor Sir B.L.Joshi on 25-01-2013. CATEGORY BEST Voting Awareness Song and Act.
· Awarded For best NSS cadet the highest Award swami Vivekananda Award by Mayor Dr. Dinesh Sharma (currently he is Deputy CM of Lucknow) Vice chancellor of Lucknow university.
· Awarded 1st prize in Inter Collegiate Salad decoration Competition 2nd prize in extempore debate 2nd prize in debate 1st prize in self written pome 1st prize in debate 2012-2013 organized by different colleges of Lucknow.
· Participate as a 1st Student Parliament Member in 1st National Student Parliament in 2010 organized by MIT College Pune.
· Achieve Appristcations Award from All Media Association for my poem in 2014.
· Achieved Many Awarded in college & School life.
· An active member of school in cultural activities team.
· Worked as a coordinator in various cultural activities organized by the college.

Experience:
    Eminent (Telecom Service Center)
(LUCKNOW)
(March-2013 to - October2013)& (May-2014 to - Agust2014)
Eminent (Airtel Service Center):- Eminent is a Call cente.It was handling the many telecom company’s (Airtel, Vodaphone, Aircel) out bond process. Eminent deals with MNP, VAS& postpaid services.
JOB TITLE: Customer Care Executive
· Handling Call Related Activity.   
· Deals with customer based quarries and problems. 
· Effectively communicating with customers in a professional and friendly manner.
· Carrying out administrative tasks such as data input, processing information, 
· Speaking with customers using clear and professional language.
· Resolving any Service related issues with customers.
· Completing the Targets needs of the Sales Department.
· Making follow-up calls to confirm sales orders.
· Responding to sales queries via phone
             Accurately analysing and assessing statistical data.(using mail merge& pivot table).
                                                                
Satya Associate (Cloud9 & Reliance Big T.V)
(LUCKNOW)
(Agust2015 to January2016)
Satya Associate (Cloud9 & Reliance Big T.V):- Satya Associate was a firm. It deals with different projects main project are Reliance Big TV, Postpaid money collection, share Market Investments and Cloud9 project (Change Hard Copy To Soft Copy Of all FIR of Road Accident).
JOB TITLE: EXECUTIVE BACK OFFICE
· Handling Call Related Activity.  
· Manage All data And Record Of the Project 
· Deals with customer based quarries and problems. 
· Preparing Monthly Attendance Of employees for salary process
· Effectively communicating with customers in a professional and friendly manner.
· Carrying out administrative tasks such as data input, processing information, 
· Speaking with customers using clear and professional language.
· Resolving any Service related issues with customers.
· Completing the Targets needs of the Sales Department.
· Making follow-up calls to confirm sales orders.
· Responding to sales queries via phone
·  Accurately analysing and assessing statistical data. (Using mail merge& pivot table).

CMS COMPUTERS LIMITED
(GOMTINAGAR LUCKNOW)
(January2016 - Till date)
CMS Computers Ltd is a leading IT and IT solutions provider in the country dealing in CSC Project(Common Service Centers)in 5 states giving online services in 21000 villages in entire UP.
 JOB TITLE: HR EXECUTIVE

RESPONSIBILITY: Responsible for handling entire CALLS, SALES TECHNICAL SUPPORT & ASSIST to HR.
JOB ROLE: 
Call &, SALES&
· Deals with customer based quarries and problems. 
· Handling Call Related Activity.  
· Tracking sales orders to ensure that they are scheduled and sent out on time.
· Ordering and ensuring the delivery of goods to customers.
· Supporting the field sales team.
· Resolving any Service related issues with customers.
· Making follow-up calls to confirm Payments.
· Manage large amounts of incoming calls Generate sales leads.
· Identify and assess customers’ needs to achieve satisfaction
· Build sustainable relationships of trust through open and interactive communication.
· Provide accurate, valid and complete information by using the right methods/tools
· Meet personal/customer service team sales targets and call handling quotas.
· Handle complaints, provide appropriate solutions and alternatives within the time limits; follow up tonsure resolution
· Keep records of customer interactions, process customer accounts and file documents.
· Follow communication procedures, guidelines and police
· Handel registration Payments issue and provide them appropriate solutions.
· Generate sales leads  in e-governance projects and give technical 

Technical Support
· Resolving The problems of Customers and provide them a correct information about their Services
· Support to the customers for their technical problems.
· Support field staff and make sure that they are paying full attention to the customer's problems.
· Give technical support to the customers and field team
 Assit to HR:
· Helping and assist to HR.
· Support HR team to Mange office.

Personal Information:
Fathers name         :  Mr.Vinod Kumar Sharma
Mothers name       :   Mrs.Poornima Sharma
Date of Birth           :   29-03-1990
Sex                         :   Female
Nationality              :    Indian
Marital Status         :   Single
Languages Known:   Hindi/English
Strengths :
· Smart working.
· Positive thinking and 
· Co-operative.
Hobbies:
· Surfing Internet.
· Travelling New Places
· Cooking
· Listening Music and drawing
Key Skills :
· Leadership Skills.
· Management Skills.
· Planning & Reporting Skills.
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