
CURRICULUM VITAE
 ShaikhShahbaz

Contact(mobile):9930188725
Emailid:ss.shahbaz786@gmail.com

 
OBJECTIVEOFJOB 

TojoinanorganizationwhereIcanshowmyabilityandqualityofperformanceand
toworkwiththeleadingedgeofthetechnology.
 
WORKEXPERIENCE

 CurrentlyWorkingwithJPRChannelatSionasanSr.Executivefrom 1March
2018to31August2020.

NatureofWorkHandling

1.Dailyinteraction with Area Managers and Collection Boys on customer
outstanding,billsandcomplaint.

2.Creating reports based on the inputprovided by Area Managers and
CollectionBoys.

3.Understandingcustomerproblemsandaccordinglyprovidingsolutions.
4.Identifyingdailycollectiondonebycollectionboys.
5.Providingreportstotopmanagementondaily,weekly,fortnightlyandmonthly.
6.Alsoworkingonad-hocrequirements.

 
 WorkedwithBoardofExaminationforSeafarersTrustatBelapurasanJr.Admin

Assistantfrom April2010toJanuary2018.

NatureofWorkhandling

1.Sendmailstotheinstituteandreceivingthem.
2.Receivingapplicationformsforthecandidatesappearingfortheexam.
3.Taking care ofExamination arrangement,i.e.Dispatching ofQuestion &

AnswerPaper,CoordinatewithExaminerCoordinatorofeachcenter.
4.Handlingthelogisticswork.
5.MaintainingMarkSheetsandCertificates.
6.AssistingassistantManagerindaytodayactivities.
7.Maintainingfilesandregisters.
8.AssistingindaytodayoperationofBEScomputersanddatamanagement.
9. Preparingdocumentsforallexaminationrelatedactivities.

 WorkedwithWiproinBelapurasaDataAssociatefrom Jan2010-Apr.2010

Natureofworkhandled

1. Workingonclaim processingDepartmentprocessingInsuranceform onthe
company basedsoftware.



2. Checking&VerifyingofDocumentssubmittedbyInsuranceCompany.
3. Afterverifyingallthedocuments,weprocessed&updatethesameinthe

system.

 WorkedwithIntercraftTradingPvt.Ltd.,inVashiasTeam Leaderfrom July
2008toNov2009.

 
   Natureofworkhandled 

1.Handlingteam ofvariousoutlet.
2.Helpingcustomertosolvequeriesrelatedtoproductstoincreasethesale.
3.InteractwiththeCustomerpolitelyandretainthem,iftheyhaveanyproblem

withtheproduct.
4.Generating weeklyand monthlySales Reportand evaluating individual

performanceReportsoftheteam membersrelatedtheirtargets.
5.ManagingMallPromotion.

 WorkedwithBeautyImpexPvt.Ltd.,inChemburasCustomerCareAssociate
from Jun2007toJun2008.

 
EDUCATIONALQUALIFICATION
 

CLASS UNIVERSITY
S.S.C MumbaiUniversity
H.S.C StateBoardofAllahabad
F.Y.B.Com AllahabadUniversity
S.Y.B.Com AllahabadUniversity
T.Y.B.Com AllahabadUniversity

 
OTHERQUALIFICATION
 
 Computerknowledge/Internetsurfing

Ms-Office(Word,Excel,Powerpoint) 
 EnglishTypewriting

Speed40w.p.m
 

 COMMUNICATIONSKILLS 

Phenomenontoputatpointtotheotherpersonconvincingly.
 
MANGEMENTSKILLS
 
Leadershipskills,GoodTeam Co-ordination,PublicRelationCo-ordination,Customer
relationsskills. 

PERSONALDETAILS
 
FlatNo:2062ndFloorB              DateofBirth  :6thApril1983
WingDream Heights,Mumbra          
Thane:400612 MaritalStatus:Married
 
                                                           Age                :37years
 
LANGUAGESKNOWN



 
CanspeakandwriteENGLISH,HINDI&MARATHIandonlyspeakUrdu.
 
PERSONALINTEREST
 
Hobbies:PlayingCricket,ListeningMusic,Travelling.
 
Place:Mumbai
 
Date:                                                                               (ShaikhShahbaz)


