Curriculum Vitae

JYOTI AGGARWAL
A-5, 62C DDA Flats, 


Mobile No. 09711319931
Paschim Vihar


E-mail: jyotia.85@gmail.com

Delhi-110063

JOB OBJECTIVE

To acquire specialized knowledge and rich experience for having the right attitude with discipline and commitment towards my profession

WORK EXPERIENCE

· Working with Manufacturing Company (Packaging India Ltd.) (Jan’15 to till date)

Packaging India offered complete  Corrugated Boxes for packaging purpose: 
Profile: Customer Relation Executive cum Sales executive, (lead generation, cold calling)
WORK EXPERIENCE

· Working with a IT Company(Omnitech Infosolution Ltd.) (Nov’10 to Feb14) date)

Omnitech has offered complete IT solutions and value added services to their global clientele. With continuous progressive additions, as they propel ahead, the current scope of services include: 


· Infrastructure Management Services


 HYPERLINK "http://www.omnitechglobal.com/web/services/application-management-services.asp" 

· Business Application Services


 HYPERLINK "http://www.omnitechglobal.com/web/services/business-continuity-services.asp" 

· Business Continuity Services


 HYPERLINK "http://www.omnitechglobal.com/web/solutions/bfsi-solutions.asp" 

· Industry Solutions Services



 Profile: Customer Relation Executive cum Sales coordinator, Sales
Key Responsibilities:-

· Acting as a assistant to Zonal Head (North, East South).

· Make all data related to sales team for NES  Zone..

· Make quotation on daily basis and forward top respective client and follow up for the same, till the order closed.

· Taking booking figures from the sales Force and forward the same to Zonal head and respective sales engineers.

· Making call to client to have the appointment with sales engineers on monthly basis.

· Co-ordination with Head office (Mumbai with sales, purchase, commercial, presales team for knowing the status of material.
· Load order in OPS (Order Processing System) related to ES, IMS and AS. And do  necessary follow up till the order approved on various managers stage. 

· Making purchase invoice and upload the order to the vendor, till the material come to the destination.
· Making RGT(Requirment Gathering Templates) and forward the same to presales team in Mumbai, and follow the same till the work done.

· Doing follow up with the client for the timely payment.
· Follow up with the client, for any query related to material, installation and other things, which are related to material.
· Follow up from respective sales engineers for finished good. “shipment plan”. 

· Maintain file related to sales purchase and other admin works.

· Maintain attendance register of staff and fields workers  along with their  travel expense record.

· Taking care of all administration work in office such as vendor payment, Petty  Cash, maintenance, expense report of staff and House Keeping.
· Booking of conference room for arranging of  time to time training session of internal Sales team
· Accountable for purchase of office stationery & other day to days needs

· Maintain all record for claim processed / sent to HO.



.

WORK EXPERIENCE

· Worked with MNC (IR) Ingersoll Rand India LTD. (Jan 09 to Oct 10)

· Ingersoll Rand is a $13 billion Global Diversified Industrial company,. Driven by employees who are proud to offer products and solution.IR manufacture high pressure  air compressor.


 Profile: Sales Co-ordinator to National Head. 

Key Responsibilities:-

· Acting as a assistant to National head (North, East West, South & Gujrat ).

· Handling all documents work related to office and staff on behalf of National Head.

· Make all data related to sales team for NEG_SW Zone.

· Taking booking figures from OMS (Order Management System) and forward the same to respective sales engineer for NEG_SW Zone.

· Requesting for booking forecast from sales engineer and make the booking achievements, target achievement on monthly basis with the help of OMS.

· Take actual booking figures from OMS and forwarding the sane to respective National Head for NEG_SW Zone on monthly basis.

· Calculation of YTD, booking target achievements on monthly basis.

· Preparation  of MOR ( Monthly over Review) presentation, for monthly meeting and forward  the same to National Head.

· Order enter in OMS received from sales engineers on daily basis and follow up from factory till the machine ready to reach destination point.

· Follow up for payment, form I, form C from clients on daily & weekly basis.

· Follow up from respective sales engineers for finished good. “shipment plan” on behalf of National Head on weekly basis. 

· Maintain file related to sales purchase and other admin works.

· Maintain attendance register of staff and fields workers  along with their expense record.

· Taking care of all administration work in office such as vendor payment, petty  cash, maintenance, expense report of staff and house keeping.

· Accountable for purchase of office stationery & other day to days reeds

· Maintain all record for claim processed / sent to HO.




.

 M/s Alfa Carpeting Co(Shaw Carpets) .(August 2006 to December 2009) 

 Profile:  Sales co-ordinate to Regional Head of North.

 Key Responsibilities:-

· Acting as a assistant to regional head (North).

· All Documentation work for or on behalf of regional head(North).

· Handling all incoming calls

· Preparing state wise Quotations.

· Co-ordination between sales team head office, go down & the clients

· Making delivery order & coordinate the transport for the same up till the clients destination.

· Check on the inward & outward from the inventory.

· Coordinating with layers & the clients for the laying  to  meet the lead time  for the project.

· Follow up for the payment with the clients.

· Maintain all the record related to sale purchase & other claims.

· Maintaining all records for claim processed/sent to HO.

· File management related to data base/claim.

· Taking care of all administration work in office such as vendor payment, petty cash, maintenance & housekeeping.

· Preparing salary for Sale Staff & workers on monthly basis.

· Maintain Attendance &  cash register.

· Accountable for purchase of office stationery & other day to day needs.

WORK EXPERIENCE

· Worked with Toy N Toy International co. for 1 Year.(June2005 to July2006)

Profile:  Office Co-Ordinator

Key Responsibilities:-

· Maintenance of laying register.

· Maintaining Filing related to sale purchase & other admin work.

· Maintain Bank Guarantees, LC & Record updating for the same.

· Follow up for shipment on time.

· Preparing state wise Quotations.

· Check on the inward & outward from the inventory.

· Preparing salary for Sale Staff & workers on monthly basis.

EDUCATIONAL QUALIFICATION

· Graduate in B.com (Pass),from Delhi University in 2005

· Senior Secondary (XII) CBSE, in 2002

· Higher Secondary (X) CBSE,   in 2000    

  COMPUTER SKILLS

· Operating skills: Windows 2003,2007

· Packages Known: MS-Word,  MS-excel, Internet & Power Point.

PERSONAL OBJECTIVE

My desire is to create a truly competitive arena wherever I work. I want to bring my enthusiasiam and sense of confidence to the organization and to the people I work with. My involvement in various areas of activities at school has taught me crucial lessons on leadership and teamwork.

PERSONAL PROFILE

     Date of Birth

:
6 January, 1985
     Gender


:
 Female

     Husband Name
:           Mr. Rajan Juneja
           Marital Status

:
Married
     Languages Known
:           English and Hindi  
     Hobbies

:           Listening Music & watching comedy movies.


STRENTHS

· Sincere and Diligent

· Team Player

· Positively Ambitious

· Loyalty and High Level of integrity

· Fast learner with an ability to excel

REFERENCES 

Date:
Signature 

Place: Delhi
(JYOTI AGGARWAL)
