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CURRICULUM VITAE

KOMAL KATTRI
                                                                       Email Id :  komal.shreyan@gmail.com
Tel.: 9811083426
	Career Objective:


To advance my career in the present competitive environment by joining the professional and technological driven organization that encourages a proactive approach and provides necessary exposure for professional and personal development.

	WORKING EXPERIENCE


Worked as a Sales Promotion Co-ordinator in Colgate Palmolive India Ltd. for Two and half year.

Worked as a M/s P.P. Telecell Marketing Pvt. Ltd. (Authorised Business Associates of Sony Ericssion) as a Sales Co-ordinator. For One Year.
Worked as a  M/s Orbit Televentures Pvt. Ltd.(Authorised Business Associates of Sony Ericssons) as a Sales Co-ordinator July .2007 to February2008. 
Worked as a  M/s Bonton Cables India Pvt Ltd.(Manufacturing the Wires & Cables) As a Accountant as well as coordinator February 2008 To June 2012.
Presently Working Sri Balaji Action Medical Institute .As a Front Desk Executive June 2012 to till date.
	EDUCATIONAL QUALIFICATION


Passed Senior Secondary from CBSE in the year 1998.

Graduation (Arts Stream ) From Delhi University in the year 2001

	PROFESSIONAL QUALIFICATION


Completed Computer Course from NIIT for one year. 

	Computer Proficiency: 


MS-Office, Internet surfing. 
Tally -9.0 , Tally- 7.2
	JOB PROFILE                                  


   M/s ORBIT TELEVENTURES PVT. LTD

Divining, Developing and Implementing promotional strategies for better results.

Guiding the team and infield training for improve the efficiency for optimum results meeting assigned goals are integral part of my job functions.
Handling Correspondence , MIS and Sales Data’s independently., 
Making sales call planning/territory planning and all relevant sales activities.
Coordinating with accounts for stream lining over all operations of various customers in the territory & our 
Directly interaction with the (Ingram Micro India) company For Claims. 

	JOB PROFILE                                  


        M/s BONTON CABLES INDIA PVT.LTD.

To Handle the all day to day Accounting activities of Delhi, Punjab, UP, Kochi, & Rajasthan, A.P Branch.
Deducting of TDS & Deposting it with concerned authorities.

Reconciliation of Debtors & Bank Accounts.

Preparation of monthly collection plan based on ageing of debtors.

Preparation of Budgets for Branches.

Controlling of Credit Limit of Parties.

Day To Day reporting to M.D & G.M.

Sale & Purchase Accounting & Maintaining Stock.\

Directly intracting with the Dealer for Account.

Maintaining the Salary details & other expences.

Also playing the role as a sales co-ordinator.

Ensuring that the Creditors are paid on time.

	JOB PROFILE                                  


   SRI BALAJI ACTION MEDICAL INSTITUTE

      1.
Handling Emergency Patients. 


        2.
Handling Customer Query.

        3.
Handling General OPD.

        4.
Making Admission .

        5.
Handling IPD( Bed allotment & other panel related formalities)

        6.
Handling IP Councelling Department & Deposit Exhaust .

        7. 
Maintaining TAT related to admission.

        8.
Taking Feed back related to Service provided.

        9.
Managing appointment related to Private OPD.

       10.
Coordinate all external / internal CME & Other conferences.

       11.
Delays In day to day administrative related issues.

       12.
Handling of  patients moving from floors and from opd through wheel chairs and trolley.

       13.
Dispatching of reports.

       14. Arranging ambulance . 

       15. Making all census related to emergency.

	MY STRENGTH:


 Positive approach, perseverance, good communication skills, commitment towards work and                             good management skill.

	PERSONAL DETAIL


Date of Birth
:
19-10-1981

Father's Name
:
Sh. Bhanwar Kumar

Domicile
:
Delhi

Languages Known
:
English, Hindi & Punjabi

Extra Curricular Activities
:
Music / Reading / Singing / Dancing

Date :

Place : Delhi
(KOMAL BHAWANA)
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