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 Vision & Objective-
  To enrich my knowledge through learning & utilize my technical & Behavioural skills for development of the organization & to enrich my knowledge as well
 Technical Skills –
 	Computer Knowledge, Basics & MSCIT
	Tally ERP 9
	Typing 30 WPM
 Educational Skills –
 	Completed graduation from Mumbai University
	Done Diploma in Export Import Management from Welingkar Institute of Management
	Done MBA in Supply Chain from Welingkar Institute of Management
 Working Experience –
1. Worked with Reliance BPO as a Customer Service Executive from 2009 - 2010
    Duties -   Co- ordinate with back end team.
                      Handle customer calls & queries
                      Follow up on customers complaints
1. Worked with Akansha Logistics as Account Assistant from 2010 – 2012
Duties - Handle petty cash
 Preparing vouchers & checks
 Maintaining Computer entries & record
Preparing bills

1. Worked with Sitara Jewellery as Account Assistant & HR from 2012 -2013
Duties - Handle payment & other records
Maintain computer records & tally entry
Prepare salary accounts & inventory records.
 4)       Worked as Executive with Mitsui OSK Lines information Processing Systems (Back Office) in Consolidation Dept Since August 2013 to August 2018
Job Profile – 
·    Handle work for multiple Consignees from Shenzhen, Hong Kong, Ningbo, India and multiple  Countries
·   Updating online bookings and jobs
·  Check purchase order in system & create discrepancy report & send to origin
·   Creating booking forms for various Consignee
·   Preparing Sea Way Bills
·   Coordinating with front office on any issues
·   Training new employees for system updating & other issues.
·    Online rate filling
·    Involvement in different new team activities
· Auditing for new trainees
1. Influx Nutrition as Business Development Executive since 2018 -2020 April
· Handling clients meetings
· giving quotation & follow with clients
· follow up with factory & order handling
· payment collection & tally entries
· Bill preparation
· Client coordination

 Personal Details –
Date of Birth - 16 August 1989
Status -             Married
Gender -           Female
 
 
 
 
 
 
 
 


