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Career Objective:-

To excel in my profession by increasing the sphere of my knowledge, improving the quality of work through experience, dedication and contributing towards the development of organization.

Work Experience 

A skilled and effective customer service professional with over 5 years customer service experience. Proven track record in resolving and reducing customer complaints and meeting customer service level agreements. Competently implemented new CRM software system and trained staff to maximize the benefits of technology to achieve excellent customer satisfaction levels. Responsible for successful strategic initiatives to improve team productivity and increase staff retention. A decisive action-orientated manager who successfully takes complete ownership of the customer service function.
WING BRAND ACTIVATION PVT. LTD.

 Mar 2012 to Aug 2013



           Jaipur
Sr. Executive Operations - Rajasthan
Joined wings brand activation pvt. ltd. for its Brand Activations /Events/Exhibitions as  Executive Operations. Delivering end-to-end Customer and Vendor Billing, HR Activity e.g. Salary Process, New hires etc throughout the circle of Rajasthan.

Role & Responsibilities:

To hold, maintain and use all available resources of the company including personnel in such a way that while they meet all the operational requirements in a cost effective, quality conscious and timely way, the un-utilized and underutilized resources available are put to legitimate business / commercial use so that they generate revenue for the company without hampering the efficient execution of operational tasks.

· Coordinating for generating MIS for Rajasthan project & service. 

· Interface between RO & HO.
· Handling all Finance & Admin activities.

· Coordinating with HO HR for all HR formalities at time of joining.
· Making payment follow up with all major Clients.
· Creation of New MIS reports analysis.

· Monthly reports and data form regions to HO, Payable and receivable reports generate.

· Monitoring and controlling the cost effectiveness of project
· Convening region wise Monthly review meetings on Service Targets in the Circle.
· Vendor Development/Management. 
· Invoicing for Costumer.
· P.O/WCC generation for vendor.

· Coordination with consultant for Salary and conveyance.


JMVD SOLUTIONS

Sep 2013 Onwords
Jaipur
Sr. Executive Commercial & Services: Rajasthan
· Billing and processing of clients request.

· Monitoring and processing of monthly payments.

· Provided services to the customers and researched about the client’s needs.

· Planned and maintained the schedule of payment to Vendors and Staff.
· Provided  managerial leadership for multi-location Customer Support Services Team.

· Managed daily operation of Customer Support Team – 24×7.

· Developed and oversaw Customer Service policies and procedures to improve customer satisfaction.

· Developed escalation procedures to insure timely response and resolution to customer concerns.

· Worked in conjunction with other departments to develop overall incident management strategies.

· Managed personnel issues, oversaw staff development, conducted behavioral and technical interviews.

· Streamlined Problem Management process for better efficiency and effectiveness.

· Used historical data to insure adequate coverage for all shifts to meet customer needs and requirements.

· Met with clients to review support model to insure effective client service strategies.

· Handle all invoicing and collections with subordinates for projects and service both.
· Coordinate with commercial team for monthly invoicing, P.O, collections.

· Managed Project for New installation (Air Conditions ) and services around 1000 telecom site ( Indus, Bharti Hexacom ,BIL,BAL,VIOM)

· Coordinate from warehouse (Hitachi) for material requirement for resolving site issues.
· Manage over all business of JMVD solutions with subordinates. 
· Manage Major Corporate CUSTOMER ( ICICI Bank, Axis Bank, Kotak Mahindra Bank, Mahindra Finance, HDFC Bank, ESSAY Day, V-MART, VISHAL MEGA MART)

Educational Qualification

· BBA – 
· Pursuing MBA From Sikkim Manipal University 
IT Skills
	PRIVATESkill Type
	Skill Name

	Tools/Others 
	MS Office Suite (Word, Excel, PowerPoint)

	OS 
	MS DOS, Windows 98 


Personal attributes 
· Excellent customer facing skills. 

· Disciplined, energetic and results orientated.

· Having a analytical approach to problem solving.

· Can create a environment where colleagues and staff can develop and excel.

· High standards of numeracy and literacy.

· Self-starter, who can multi-task in a demanding environment.


Personal Information

· Marital Status: Unmarried
· Contact Information

S/o Mr. Vishnu Dutt Sharma

House No. 07, Roop Vihar Colony, Sirsi Road, Meena Wala

Jaipur – 302034
· Mobile: 
+91 9887420111, 9929411264
· Date of Birth  15h Jan 1992
· Nationality
    Indian
· E-Mail:  sharma.amit420111@gmail.com
Date : ......................
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