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MEENAKSHI KALRA
A6 Block House No 119C
Paschim Vihar

New Delhi-110063

Mob: +919811648188
Email: meenakshikalra59@gmail.com     
	Career Objective:-


To get a challenging position where I can continuously enhance my skills and build a solid and dynamic foundation for my career along with the organizational growth.

	Strengths:-


· Ability to grasp and adapt to new environment

· Hardworking, Confident, Dedicated

· Have a good influencing power

· Skill in quality orientation

	Year 2011-2012


· One Year Experience FCP Creation in Vision Graphic.

· All type of Data entry work, Data Collection, Data Categorization.

· Having Records of Sales and Maintain Important Documents and Files.
	Professional Experience:-



· Presently working as Office Assistant and coordinator in. M/s Prominent Agro Industries (P) Ltd, (SKE Masterbatch) A 131/3 Group Wazirpur Industrial Area New Delhi 110052. (Since March.2012)

Job Responsibilities:- 

Export  Documentation  Work
· Maintaining and Managing the export records & files.

· Preparing Commercial Invoice, Packing List.

· Handling LC Documents.

· Preparing Bl.
· Preparing Shipment Advice Document.
· Preparing Seaworthy Document.
· Communicate with Shipping Department with staff.

.

· Pre-post documents prepared.
· Sending Scan Copies of Documents to Customer after Receipt of BL.
· Information Tracking No. of Courier to Customer with records to original Documents.
· Tracking of Cargo and tracking of consignment till reaches to Destination.
· Taking of Customer Feedback through E-mail and respond to them within 24 hours and also responsible for the send Documents timely.

Office Coordinator 
· Having Records of sales and maintain important documents and files.
· Call Clients to Schedule appointments and follow up on visits.
· Arrange Meetings.
· Remain in touch with new sales team for promoting & developing existing & new products for sales, prices, and products of competitors.

· Meeting with the customers to promote the new product by giving demos and assist with the development of the existing product. 

· Remain in touch with Design team to provide design support to client for upgradation and changes to the existing & new products as per client.

· Provided support in maintaining good relationship with different customers and handled the tasks of dealing with customer queries.
· Organize and planned daily office operations.

· Handling Enquires For Customer.

· Entered Monthly Bills For Office Expenses.

· Verified information in the computer system was up to date and accurate.

· Maintain all the records of company employee.

· Managing Courier deliveries, the incoming and outgoing post.

· Maintain and manage stationary and office inventory.
· Maintain leave records for all departments.
· Performed data entry-alpha and numeric data entry to add new records, verify, correct, edit, and change.
· Utilized scanner, copier, telephone, fax machine, and printer to perform tasks.
· Also Sometimes Work Hr Role.
· Data collection through internet for our related item. And send Different Types of Mailer Daily.
Participate As Exhibitor:- 

· P4 2016,  5-8th April, 2016 at India Expo Mart, Gr. Noida, U.P Stand No : D27 ,  in Hall No : 10 

· Plast Asia 2017, 8-11th July, 2017 at Pragati Maidan New Delhi-110001 Stand No : U187 ,  in Hall No : 18. 

· India Plast 2019, 28-4th March, 2019 at India Expo Mart, Gr. Noida, U.P  Stand No : B-7 ,  in Hall No : 3. 

Core Competencies:-

· Excellent analytical, communication skills to solve problem 

· Proficient in computer applications like Excel, Word and Outlook 

· Ability to handle multiple tasks and meet deadlines 

· Proficient in handling tasks independently

· Ability to handle sensitive and private information in a professional manner 
	Academic Qualification:-


· 10th from CBSE board, Delhi.

· 12th from CBSE board, Delhi.


· BCA from SMU University.

	Personal Details:-


Date of Birth 
:
7th September 1991
Father’s Name
:
Mr. Vijay Kalra
Linguistic skills
: 
English, Hindi

Hobbies
:
Interacting with people, Playing Badminton.   
Marital Status
:
Single
Nationality
:
Indian

Permanent Address
           :     A6 Block House No 119C, Paschim Vihar 



New Delhi-63
Personality Profile:-
A quick learner who adapts to any given situation at any point of time Not averse to taking risks and maintain positive frame of mind during the most stressful situations which generally helps me in taking right decisions. Effective in human Management, Good at Team building relationship, result oriented, believes in solution than in problems.
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