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                                                                                                                         Career Objectives

Seeking  a  position in a challenging  environment  utilizing  my skills and  the desire to learn  and  thereby  expand my knowledge domain.

                                                                                                              Experience Highlights

1. Unicon Investment Solution: 6 Months

Role: Telesales; Department: Sales & Marketing

Responsibilities:

· Lead generation by cold calling.

· Identification of the potential market & the customer segments

· Co-ordination with the front line sales representatives

· Sending proposals

· Payment follow-ups

· Feedback calling

· New lead generation from the existing customers

2. A-Trade Promotion Inc. Pvt. Ltd  for 4 Years
Role: Team Leader of Sales Team; Department: Sales & Marketing
Responsibilities:

· Managing the team and teaching the strategies of cold calling
· New customer acquisition

· Competitive strategic planning

· Keeping track on the sales figure and regular follow-up to customer for the sales

· Communicated directly with customers by phone, electronically or face to face.

· Wrote and kept accurate records of discussions and correspondence with customers.

· Managed and supervised a team of customer services representatives.

· Provided customer service team with feedback.

· Met with other team managers to discuss possible improvements in customer service and company’s products.

· Trained and coached team members to deliver a high standard of customer service.

· Learned about products and services and kept up to date with changes.
3. Radisson Blu Plaza Delhi from January 2014 to 2017
 Role: As a Telephone Operator
Responsibilities:

· Managing the Shift
· Complain handling
· Check the smooth running of shifts
· Maintain log books
· Maintaining registers for local, national, international calls.
· Solving queries of team members.

· Strong communication skill both written and verbal.

· Distributed mails, reviewed correspondence and composed administrative document and report.

· Ensuring smooth functioning of Telephone Exchange.

· Imparting training to operators of Standard operating procedures, Geography and correct methods of calculation.

· Conducting periodical tests of operators regarding formation of systems, procedures, operational manual. 

· Controlling misuse of facilities.

· Billing of shops, outlets and offices.
4. ITC Welcom Hotel Dwarka from January 2018 to till date
 Role: As a Telephone Operator Supervisor

Responsibilities:

· I handle & ensure also to have a smooth Shift.
· Complain handling of In house guest & Incoming calls for any Query.
· Check the smooth running of shifts.
· Maintain log books.

· Solving queries of team members.
                                                                                                                              Educational Qualification

· BA (VinovaBhave University, Hazaribagh)
      Stream: Economics (HONS); Year of Passing – 2006
· Higher Secondary (+2 High School Sec -12, Jharkhand)

        Stream: Economics; Year of Passing 2003
· 10th (+2 High School Sec -12, Jharkhand)

      Year of Passing 2001

Software Skills

· Basics of Computer

· Microsoft office 2003/2007 (Word, Excel, Power Point, Publisher), Open office.

· M.S Power point.

· Internet Knowledge.
Skills & Strength
· Communication skill

· Adaptability to different environment

· Quick learning capability

· Easy to convince other

· Self motivated

· Result oriented

· Ability to work in a team as well as independently

· Ability to take initiative in undertaking new activities for faster execution of projects 

Personal Details
· Husband Name

:
Mr. Shashikant Choudhary

· Languages Known
:
English, Hindi

· Marital Status

:
Married

· Gender


:
Female

· Nationality

:
Indian

· Permanent Address
:
Plot no. 110-C, Dhindarpur Extn.
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