                                  CURRICULUM VITAE
MANJEET
        Mobile:  08375975886                       E-Mail: manjeetrohilla03@gmail.com
Career Objective: 

To work in a professionally managed organization where my knowledge, experience & abilities can be best utilized and which also offers a strong foundation for learning & expose me to new challenges.
Qualification:
B.Com.( Hons.) 
· Govt. College Bahadurgarh, [ M.D.UNIVERSITY , ROHTAK ( HARYANA ) ]   
MBA ( Finance & Marketing )  

· P.D.M. College of Engineering & Mgmt. , [ M.D.UNIVERSITY , ROHTAK ( HARYANA ) ]
Experience:

· Working with THE ASHOK HOTEL ( 550 Rooms, A Largest Deluxe Five Star Hotel )                                      ( A Unit of I.T.D.C. , A Govt. of India Undertaking ) ,Diplomatic Area ,New Delhi as a           BILLING CASHIER in Front Office on contract basis from Dec. 2011 to till now.
Job Profile:
· Handling the Guests.
· Handling the Bills of Travel Agency.
· Handling the Bills of Company’s Guests.
· Handling the Banquets Billing.
· Handling the Petty Cash Book.
· Maintain up-to-date billing system.
· Follow up , collection and allocation of payments.
· Carry out billing, collection and reporting activities according to specific deadlines.
· Monitoring guest details for non payments , delayed payments and other irregularities.
· Maintain accounts receivable customer files.
· Investigate and resolve customer queries.
· Worked with IIT INSURANCE BROKING & RISK MGMT. PVT. 

              LTD. As a RELATIONSHIP EXECUTIVE from Nov. 2010 to Nov.2011.

  Job Profile:

· Developing & executing effective sales plans for life insurance products  to assure achievement of agreed-to volume, market share and profit objectives. 
· Handling sales & marketing operations; implementing sales promotional activities as a part of brand building and market development effort.
· Verifying documentation & complete proposal form formalities for life and health insurance.
· Maintaining & co-ordinating a good & healthy relationship between IITL & Field Associates 
· To complete all the formalities for early claim.
Personal Strengths:
· Good communication skills.

· Problem solving skills.
· Decision making skills.

· Building client relationship. 

· Resourceful & practical in approach.

· Ability to adapt new think quickly.

· Self motivation & confidence.

· Positive attitude.

· Achieving target  
Computer Proficiency: 

· Basics , Internet , MS Office , Tally [ One Year Computer Course from F-TEC ,Bahadurgarh                                                                           (HARYANA ) ] 

Personal Information:
D.O.B.


                          :  April 03 , 1986                                                                     
Father’s Name               

:  Sh. Zile Singh
Linguistic Profile                                   :  English & Hindi
Nationality                                        
:  Indian
             
Marital Status

             
:  Married
Address                                                  :  H.No. – 52 , Ext.- II B , STREET NO.- 3 , Nangloi,





   West Delhi , Delhi-110041.

DECLARATION:
                I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.

Date :
Place :      
                                                                                                                                                ( MANJEET ) 
                                                                                                                                                                



