                                                  CURRICULUM VITAE

Harshita Kapoor

Plot No. 142, Pkt- 18
Ist Floor Sector 24

Rohini, Delhi-110085

Ph.9899326391

E-Mail: honeykhushi_2007@yahoo.co.in
CAREER OBJECTIVE:

Looking for a job in the administration and back office and to contribute towards the making of a sound organization.
EDUCATIONAL QUALIFICATION:

· Secured 1st division in M.B.A in marketing from Symbiosis Pune in 2010
· Secured 3rd division in Graduation (B.A) from Delhi University in 2006
· Secured 2nd division in Senior Secondary (CBSE Board) From Delhi in 2002.

PROFESSIONAL QUALIFICATION:

· Done Computer Basic From Plus Point MUMBAI
        PACKAGES KNOWN:

· Windows 8.1/Fundamentals in MS-DOS.

· Ms-Word 2010, Excel2010, PowerPoint.

· Having good knowledge of Internet Applications.

Work Experience:

1. Company Name: Global Health Strategies
    Designation: Admin. Consultant

    Duration: 6 months (November 2013 to April 2014)
Profile:

·  Working as an Admin. Consultant to provide assistance to all the teams.

· Manage day-to-day operation, documentation, record keeping of various reports, communication, correspondence and such other routine works.

· Arrange travel for the staff and coordinate with travel agent.
· Administrative work including purchases and logistics and such other assistance as per the requirement of the office.
2.  Company Name: Global Health Strategies
     Designation: Admin. Consultant

     Duration: 2 months (November 2012 to January 2013)        
 Profile:

· Worked as an Admin. Consultant to provide assistance to all the teams.
3.  Company Name:
 Bank of America, Gurgaon
      Designation      :  Team Member
      Duration           :   24 months (June 2006 to June 2008)

 Profile:

·  Worked in Electronic Banking Service and assisting Online Banking customers with financial queries related to their accounts through e-mails.

·   Performed necessary maintenance on the customer's accounts as advised by the customer and                    providing Initial Contact Resolution.
·  Completed trainings for basics in Six Sigma.

Awards:

·   Being a consistent performer in quality I was awarded with quality certificates.

·   A special award for being co-operative team member and playing a role of a perfect team player.
4.  Company Name:    Mphasis, Noida 
     Designation        :    Process Associate - Operations
     Duration             :   9 Months (September 2005 to May 2006) 

 Profile:           

· Receiving calls from the customers with regard to their recharge, balance, validity, and new scheme etc.

· I have received good feedback from the customer and from the organization about my work since OJT. 
OTHERS SKILLS:

1. Ability to continuously upgrade myself and learn from the work assigned.
2. Capable of Handling queries of clients.

PERSONAL DETAILS:

Date of Birth                          :   24th August 1984

Husband's Name                    :  Aman Kapoor

Marital Status                        :  Married

Nationality                             :  Indian

Languages Known                 :  English & Hindi

Hobbies                                  :  Listening music

DATE:                                                                                             (Harshita Kapoor) 

