AARTI SHARMA
Mob: 7838701302
8920856046
Email: aarti8110@gmail.com

OBJECTIVE

To build a career with an organization where I can put all my credentials for the growth of the organization and same time enhance my knowledge and skills.
CAREER SCAN
1. KONE Elevator India Pvt Ltd, Noida (Aug-2015 to Jan-2019)
Sales Coordinator (Aug-2015 to Jan-2019)
KONE Elevator India Pvt Ltd basically manufacturer and producer of Elevators and Lifts in all over the world and I was responsible for provide and brief all the knowledge about the product to the clients.
I was take care for the Administration Department and handling all the admin related work.
Key Job Role/Responsibilities

· Working on CRM for updates visits and Emails.
· Scheduled and Coordinated meetings and appointments for managers with clients. 

· Handling Problems occurring in office related with maintenance.

· Working on SAP Global for Generating Tax Invoices and Bills.
· Responsible for updation of contracts and orders.

· Handling vendors for the work done in particular time frame.

· Coordination with sales team for orders and processing them in system (KPM Tool).

· Coordination and processing orders for material delivery from factory and other departments.
· Generating Weekly and monthly reports for productions and sales.
SKILLS
· SAP Global and CRM

· MS Office (Word, Power Point and Excel)

· Training and Development

· Time Management
· Quick Learner

ACADEMIA
Bachelor’s in Arts (Programme)
Delhi University (2014-2017)

Senior Secondary

CBSE Board (2012)

Higher Secondary
CBSE Board (2010)
PROFESSIONAL
One Year Diploma in Office Management from YWCA (2012-2013).
Subjects

· Typing

· Office Procedure

· Computers

· English

· Business Communication

PERSONAL DETAILS
Date of Birth



: 27th Dec 1994
Hobbies



: Cooking and Listening Music


Marital Status 



: Married
Nationality



: Indian

Language Known


: Hindi & English
Address 

                             : P-95, Second Floor , Right Side, Pandav Nagar, Mayur Vihar, Phase-1
                                                                           Delhi-110091
I affirm that the information compiled in this document is precise and accurate in it’s entirely and that the certificate of which can be produced any time, if required.
Date………………                                                                                                                               

Place: Delhi                                                                                                                                              (Aarti Sharma)

