                                                                  ABHINANDAN ARORA



                 Mobile No.            9911941797
  



  Mail ID                 aroraabhinandan1986@gmail.com

----------------------------------------------------------------------------------------------------------------------------------------

         Skills  

                                                                                                                                                                     

·  Have skill to co-ordinate professionally clients, funders, vendors, board members, staff, media, etc.  By phone, in person, and email and efficient in taking the responsibility for development & implementation of proper office systems.
·  Good in maintaining office records. 
·  Efficient in monitoring and managing interdisciplinary care of age specific patients as OPD coordinator in medical sectors.
·  Responsible enough for managing incoming and outgoing mail, providing sales promotion information to customers/Travel Agents and monitor travel arrangements and expense tracking etc.
·  Good in supporting IT department: help to monitor staff needs, assist staff with problem solving whenever requested. 

·  Good experience as Customer Care Officer and have skill to provide and convince the customers on company’s products and services 

· Have experience as Global Reservation and sales customer care officer in Marriott Hotels and Resorts, and have exposure to work in Taj Hotels.
·  Promote and ensure that the customer service delivered is of the highest quality and that the standard bar continues to be elevated.
·  Being Convent Educated, have fluency in English and have skills to handle problematic customers. 
Work Experience 

                    In Health Sector (Dec, 2009 to May, 2010)
                    Designation:         OPD Coordinator

                    Place:                    Asian Institute of Medical Sciences Sector- 21 A, Faridabad

                    Job Specific:

 1. To ensure that all the staff and patients are fully aware of hospital charges, ascertaining method of payment and calling the appropriate companies for guarantee letters or insurance as required according to departmental and hospital procedures.
2. Respond to all enquiries regarding hospital facilities or redirect enquiries to the correct departments when needed. Deal with all Reception queries and complaints in a courteous and timely manner. 
3. Action all requests from patients, doctors, and visitors to the hospital courteously, promptly and efficiently. 

In Hotel Sector (May, 2010 to Dec, 2010)

Designation:      Global Reservation and Sales Customer Care Officer

Place:                 Marriott Hotels and Resorts, Sushant Lok -1, Sector 27, Gurgaon (Haryana)
Job Specific:

1.  Respond to communications from guests, travel agents, and referral networks concerning reservations arriving by mail, telephone, and fax. Creates and maintains reservations records- usually by date of arrival and alphabetical listing prepares letters of confirmation and promptly processes any cancellations and modifications. 

2.  Additional duties include preparing the list of expected arrivals for the front office, assisting in pre-registration activities when appropriate, and processing advance reservation deposits. 

3. Handles daily correspondence. Responds to inquiries and makes reservations as needed.

In Industrial Sector (Oct, 2011 till today)

1. IBM Daksh Business Process Services (P) Ltd, Sector- 135, Noida,(Oct, 2011 to Sep, 2012)
    Designation:       Customer Care Officer

 Job Specific: 

1. Resolves product or service problems by clarifying the customer’s complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; 

2. Respond to telephone calls from customers per the established criteria. May provide support to customers after hours and on weekends. Resolve problems efficiently and professionally by applying knowledge of software applications.  

3. Promote and ensure that the customer service delivered is of the highest quality and that the standard bar continues to be elevated. 
2. Teleperformance, CRM Services India Pvt. Ltd., Phase-III, Udyog Vihar, Gurgaon-subsidary of     Teleperformance, USA. (Oct, 2012 to March, 2013.

     Designation: Lead Technical Support Associate.

   Job Specific:

                               1. Prepares for customer inquiries by studying products, services and customer service processes. 

                               2. Records to customer inquiries by understanding inquiry; reviewing previous and responses. 
                               3. Improves quality service by recommending improved processes; identifying new product and 

                                   Service applications. 

                               4. Make information services and complaint systems easily accessible; and provide means to 
                                   Address customer complaints. 

3. Supermech. Engg. Industries, Industrial town Faridabad (July 2013- till date) 
    Designation:    Sales Coordinator

Job Specific:

1. Handling the inquiries from existing new clients and provides details about the product offered to them over the phone or via e-mails.
2. Be in touched with the company’s clients and understand their needs clearly. 

3. Undertaking administrative jobs such as preserving important and confidential agreements between the company and the customers. 
Educational Qualifications 

Graduated and have got three years degree course of Bachelor of Arts in International Hospitality Management from International Institute of Hotel Management, Gurgaon affiliated to Queen Margaret University, Edinburgh Scotland, U.K.( June 2006- June,2009). 
Project Title:

Project entitled “Strategic Management of 30 Cover Restaurant to International Institute of Hotel Management, Gurgaon submitted during graduation. 

Industrial Training
: 
              1. Taj Hotel (Dec 18, 2006 to Jan 13, 2007 and May 01, 2007 to Sep 21, 2007)

Organization        
: Taj Hotels Block No. 9, Jan Marg, Sector 17, Chandigarh 160017 

Description

: Got practical knowledge & Exposure to work in all the major departments of the leading Hotel eg. Front office, Housekeeping, Food and Beverage and Kitchen.) 
2. Technical Sales Executives (April, 2013 to June, 2013)

  Organization
: I- Yogi Technical Services Pvt. Ltd. DLF City, Phase III, Gurgaon.

  Description   
: Maintain communication, equipment, troubleshooting, reporting and tracking problems.
          

Personal Details.                                                                                                                                                        
               Date of Birth

: Oct 31, 1986

               Nationality

: Indian

               Passport Holder

: Yes 

              Languages known
: English and Hindi

              Correspondence address
: 1459 Sector- 16 Faridabad
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http://www.excelfunctions.net/Excel-Formulas.html
