	
	


Mrs. Poonam Sunil Nivangune
                                                                    Date :     /    /2020
Objective: 

To utilize my knowledge and experience to cater to the needs of the organization and grow with the organization.  

Educational Qualification:  B.Com.
Extra Qualification :  MS-CIT, DTP & Tally 6.0
Educational details:

	Sr.no 
	Course name
	Board/ University
	Year of passing
	Grade

	1
	S.S.C.
	Pune
	2003
	First Class

	2
	H.S.C.
	Pune
	2005
	Second Class

	3
	B.Com
	Pune
	2008
	First Class


Experience: ( Total experience : 11+ years )
1. Currently working with Symbiosis Center for Distance Learning from April 2009 in Students Care Department as Senior Counselor & ISO internal Auditee.
Profile: 
The job involves:

· Meeting deadlines of all assigned tasks

· Preparing Meeting minutes of weekly Monthly of department.

· Coordinating with various depts. for the proper and timely feedback.

· Handling walk-in enquiries.

· Counseling students for various courses offered by the institute for enrollment.

· Mentoring the team members as Line Leader.
· Preparing relevant reports related to conversions.(In Excel - ( pivot).
· Handling ISO as Department Auditee.
· Documenting general reports of Call Centre process for ISO in hardcopies as well as Soft copies..
· Training new joiners (product/ Process/ & Voice & Accent). 

· Preparation for ISO Audits.

· Making Calls for Conferences held (National).

· Coordinating with various depts. for the proper and timely feedback.

· Prepared PPT for new enrollment process.

· Helping other departments whenever required.

· Arranging for Conference Calling for director.

· Motivating and inspiring the team to surpass their potential. 

· Looking constantly for development as well as continuous improvement for the process. 

· Monitoring, organizing, and coaching team on a day-to-day basis [as Line Leader] 

· Communicating the company’s purpose, core values, vision to the front employees. 

· Striving for new ways continually, to increase the opportunities of sales. 

· Handling complaints, questions, and queries as necessary. 
2. Was Worked With Sales Department of ICICI Credit Cards as Sales Executive for 2 Years.
Profile: 
The job involves:
· Collecting Corporate Leads as Infosys, IBM, Amdocs, L&T, Suzlon, Tech Mahindra & S1 etc.

· Arranging consoling calls & Emails to there employees.

· Follow up with the bank for Card status.

· Updating Team MIS as Sr. team member & reporting to General Manager. 

3. Was Worked with ICICI Loan Verification Department for 6 months as Call Operator.

Profile: 
The job involves:

· Verifying details of candidate applied for loan by making them call.

Skills & Highlights:
· Strong knowledge of Customer care techniques, Etiquettes and processes. 

· Exceptional analytical and listening skills. 
· Organized Documentations. 
· Natural flair for coaching, motivating, and interacting with people. 

· Ability to operate well in a team environment. 
Expected Salary:

4.5 lacs to 5 lacs..
Personal details: 

Name:
Mrs. Poonam Sunil Nivangune
Address:                  Balaji Park Bldg, C-Wing, Flat no.-202, 


Sr.no. 4/2/2&58/5/1/1

Ambegaon BK. 411048.
Telephone:
9623309760 / 7420909760
E-mail: 
poonam.sudrik@gmail.com
Marital status: 
Married
Date of Birth: 
6th Dec, 1987.
Personal Interests:  Traveling, Reading, Drawing, Cooking and Music.

Date:      /    /2020
Place: Pune

