CURRICULAM VITAE


Bindia Bhasin
1/6710. BABAR PUR ROAD ROHTASH NAG, SHAHDARA DELHI-110032
E-Mail: bindiabhasin@rediffmail.com
 Mobile No: - +91- 8076211248	

Objective: To gain knowledge in any area in the three-fold process of learning, developing and achieving. Further working cohesively with my colleagues to strengthen the organization I join, and challenging full time position in areas of new and emerging technologies.

Professional Qualification:

· Diploma in Computer Application.
· M.s Office (M.s.Word, M.s.Powerpoint, M.s.Excel, )

Academic Qualification:

	QUALIFICATION
	SCHOOL/UNIV.
	BOARD/UNIVERSITY
	YEAR

	Graduation
	Delhi University
	Delhi University
	1997-2000



Work Experience:


Currently working with UTL Company as a CRM & Process Coordinator      30 June 2020 to till date.

· Coordinate with dispatch team and purchase team.
· Coordinate with accounts department for billing and payment.
· Daily stock Maintain in call tracker.
· Maintain organized sales records and report month-end goal setting to the senior management team.
· Maintain and update company database.
· Responding to complaints from customers and give after-sales support when requested.
· Provided timely project status updates to the Project Manager.
· Mange timeliness of the closure process from Days to just Hours by identifying process deficiency.
· Handle the processing of all orders with accuracy and timeliness.
· Maintain calendars, identify conflicts and resolve promptly
.



Worked with world of education as a Process Coordinator since 1st Feb. 2018 to 15 march 2019.
Role and Responsibilities.
· Special Education policy, procedures, and guidelines
· Meet with parents and guardians to discuss their children's progress
· Attend professional meetings, educational conferences, and teacher training workshops,
· Organize, store and print company documents as needed
· Answer and redirect phone calls
· Make travel arrangements.
· Refer qualified counselees to employers or employment services for job placement.


Worked with Creative company  as Office Coordinator Since 8th June 2013 to 15th Nov 2017.
· Administrative support for all data entry on daily basis with MS Excel.
· Preparing monthly MIS of policy cancellation.
· Handling queries from all over Locations via E-Mails and Telephone, etc.
· Responsible for preparing closing documents after reviewing the loan documents.
· Preparing Export Documents, Letters etc.





Interests:
· Reading books, listening to Music, Enhancing my communication skills.

Personal Details:

Husband’s Name	:	Mr. Dheeraj Bhasin
Date of Birth	:	31stMarch 1980
Marital Status	:	Married
Nationality	:	Indian
Gender	:	Female
Language Known	:	Hindi & English

I hereby declare that all the data disclosed above are correct to the best of my knowledge. Date:
Place:	(BINDIA BHASIN)
