CURRICULUM VITAE
  ISHA AGGARWAL

              House No. AB-51, 2nd floor Mianwali Nagar, 

  Paschim Vihar, New Delhi–110087

  Tel.:  (M) 9811692183
	OBJECTIVE:


· I want to carve out a niche for myself & for the organization in which I will work. A growth oriented position in a dynamic & professionally managed organization, which provides opportunities for development and responsibilities to contribute towards success.
	ACADEMIC QUALIFICATION:


· PGDBM from Bharati Vidhyapeeth University.
· Bachelor of commerce (Pass) from Delhi University
· Senior secondary from CBSE in Commerce stream.
· Higher secondary from CBSE.
	PROFESSIONAL QUALIFICATION:


· Diploma in International Airlines & Travel Management, Ticketing & Tourism & Hotel Management with CRM and CRS in Galileo from Trade Wings Institute of Management, New Delhi
	Key Skills:


· Knowledge of MS- Office, Internet and Business Correspondence. 
· Busy- The Complete Business Accounting Software.
· Managing multiple and changing priorities at once
· Ability to work as part of a team
	EXPERIENCE:


·  Worked with Orchid. (Channel Partner of Boston Scientific India Pvt. Ltd., 3M & Viggo) at New Delhi as Office Assistant from April 2012 to August 2014.

· Presently working with Curemed. (Channel Partner of Boston Scientific India Pvt. Ltd. & Covidien) at New Delhi as Admin Executive since Aug 2014.  
· Current CTC- 2.35lacs

COMPANY PROFILE :  

We are working in the field of healthcare since 1994 and covering all major & corporate hospitals of Delhi & NCR. Mainly we are working as a channel partner for Johnson & Johnson ltd. (Codman & Ethicon, Division), Covidien Healthcare India Pvt. Ltd., Lupin Ltd. & Boston Scientific India Pvt. Ltd.We are an ISO 9001:2008 certified company & have all infrastructures in Delhi & Gurgaon.
	Core Competencies:


· Coordination with the Sales Personnel, Hospitals & the Warehouse on regular basis.
· Handling Independently Order Entry, Order Execution, Invoice Generation, Stock In, Preparing Stock Status Report, Claims & Credit Notes.
· Preparing Quotation for Hospitals.

· All Supervision and Co-ordination works with Boston Team on daily basis.

· Handle and screen telephone calls, routine mail and reallocate as required
· Manage front office operations
· Preparing & Reconciles expenses, invoices and bills.
· Keep tracking of customer payment and out standing through Busy Software and analysis the report and present it to the proprietor for their requirement.

· All Supply chain from warehouse to customer end.

· Handling General issues of the Field Staff.

· Handling Order Entry Under DRMS(Dealer Relationship Management System) and coordinating from Finance or Sales Team for Execute the Order
· Organize and provide documents, reports and information to department and external clients in an useful and well-organized manner
· Greeting and assisting visitors to the office
	PERSONAL SKETCH:


   Date of Birth
   :       30th April 1988.

   Father’s Name
   :       Mr. Ramesh Aggarwal

   Marital Status
   :       Single.

   Personality Traits     :       Self-motivated & Hard working individual 
   Language Known
   :       English and Hindi 
   Address

   :       House No. AB-51, 2nd floor Mianwali Nagar, Paschim Vihar, New Delhi –110087
   Tel                               :       (M) 9811692183
   Email

   :
ishaaggarwal30@gmail.com
STRENGTH:
· Adaptability to new work, Ability to multi-task, Self Starter, willing to learn, Hardworking, Sincere and dedicated, Organized, Cool & Calm
            Date:                                                                                                          (ISHA AGGARWAL)






 






