	


KANIKA ARORA



	  Postal Address: WZ-135A, ARYA SAMAJ Road, Uttam Nagar, New Delhi-110059

	Phone Contact : +91-9716242008 E-Mail : kkay.arora19192@gmail.com




 (
Objective
)	

	

To secure a challenging job with growth prospects and reach a position where I am satisfied that my skills and capabilities are utilized to the fullest and to make my best contribution in achieving organization’s objective.


 (
Personality Traits
)



· Good Communication skills.
· Presentable & Impressive with Pleasing Personality.
· Self-Motivated & Disciplined.
· Hard Working & Understanding by nature. 
· Like socializing with people.


 (
Academic Qualification
)




2009–2012	Bharti College, University of Delhi		Delhi, India
			B.Com. (Pass)						secured65%											

2008–2009	Govt. Girls Senior Secondary School		Delhi, India 
Central Board of Secondary Education (CBSE)  secured73%
10+2 (Intermediate Exam) 							

2006–2007	Govt. Girls Senior Secondary School		Delhi, India
Central Board of Secondary Education (CBSE)  secured 82%
10th (High School Exam) 							






 (
Professional Qualification 
)





· Completed two years Masters Course PGDIM from IGNOU University with First division.

· 3 months Certificate Software Course in Basic computing :-

· MS-Word
· MS-Excel
· MS-PowerPoint

· Good Working knowledge of English typing.


 (
Work Experience
)



GAIL GAS LTD

· Worked in GAIL GAS LTD. a 100% subsidiary of GAIL (India) Ltd., a premier Maharatna, Government of India Undertaking (on contractual basis) for 3 years from June, 2014 to May, 2016 as an Office Assistant and SAP-CRM (Customer Relationship Management) Assistant.


Job responsibility as an Office Assistant involved:

· Worked in Bill Watch system (BWS) on Gail Gas Intranet for releasing the payment of contractors (related to marketing department) and move the invoices to Finance division for further necessary action.

· Worked in File Management System (FMS) – keeping records of file.

· Creation of Business Partner Number (B.P. No.) and contract account (C.A. No.) of domestic segment customers of Gail Gas Ltd in SAP FICO.

· Creation of Service sheet through T-code ML81N in SAP.

· To maintain administrative records manually as well as computerised.

· Worked on MS-Office 

· Assist the seniors in their work i.e., typing of documents, preparing the presentations, making note-sheets.




· Communicate with the site officers via email regarding the complaints of existing customers as and when required.

· Preparation of Escalation Matrix with the required information of all the site officers appointed for the resolution of customer’s grievances.

· Supervise the executives appointed in Call-Centre i.e., CyFuture Pvt. Ltd.



[bookmark: _GoBack]Job responsibility as a SAP-CRM Assistant involved:

· Tagging / logging of complaints in SAP-CRM Module. 

· To enter the physical complaints received by the domestic customers at Gail Gas Noida/Site Offices in the SAP-CRM Module & to escalate the same as per the Escalation Matrix for its resolution. 

· Looking after the Complaints received via Gail Gas Helpline Email Id and to open & close the same in CRM after its proper resolution. 

· Generating monthly consolidated reports (Resolved/Unresolved Complaints) through SAP.

· To coordinate with Billing Team & Site Officers for resolving the Customer Grievances. 



AAKASH EDUCATIONAL SERVICES PVT. LTD.


    Job Responsibilities as an Counsellor involved:

· Worked as a counsellor in Aakash Institute for five months from June 2016 to Oct 2016.

· Career Counselling of under-graduate students and give detailed information of courses offered by Aakash institute.

· Monthly counselling with parents and discussion about the performance of their wards. 

· Maintenance of records of existing students in LMS software.

· Generate the monthly consolidated reports through LMS software.

· Interaction with students as well as teachers individually for feedback.






DHAWAN ENTERPRISES   

· Working in Dhawan Enterprises, a computerized embroidery firm since June, 2018 to till date as an Administrative Executive.


    Job Responsibilities as an Administrative Executive involves:

· Assisting in daily office needs and managing company’s general administrative activities.

· To organize files, prepare documents, schedule appointments, and support other staff.

· Effectively communicate via e-mails and phone calls and ensuring that all related work and administrative duties are completed accurately and delivered in high quality and on time.

· Produce professional quality reports or presentations.

· Write letters and e-mails on behalf of employer and handle requests, feedback and queries quickly.

· Manage staff appointments, provides reminders as needed, maintain master corporate calendars of all conferences.

· Oversee and supervise the work of junior staff.







 (
Personal Details
)




	
Date of Birth		: 19th Jan, 1992
Gender			: Female
Marital Status		: Unmarried
Father’s Name		: Late Shri Balvinder Arora 
Languages Known	: English, Hindi (Speak, Read and Write)






 (
De
claration
)

		


I hereby declare that all the above information is correct to the best of my knowledge. If chance is given to me I will leave no stone unturned to satisfy my superiors with my dedication and devotion to job.

Besides above, I also want to mention that I got selected after clearing aptitude test and several rounds of interview in Royal bank of Scotland (RBS)and worked for initial period of 3 months as part of in-house training as Analyst (Finance). But due to night shift allocated to me, I could not continue with the company.


Date:					
	

					(Kanika Arora)
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