JYOTSNA SANDHU
H. No-187, Sultanpur, New Delhi
Jyotsnasandhu87@gmail.com

Mobile-8587939015/9599402776

Career Objectives: -
A result driven professional with over 7 years of experience, self-motivated and resourceful team player has a track record of contributing to the overall growth strategy of an organization. Ability to work in close collaboration with cross-functional teams (supply chain, sales, Planning, marketing, finance, customer support teams) to achieve company objectives. 
Key Skills: -
Sales-Order, Order-Processing, Relationship-Management, Customer-Management, Team- Management, Channel-Management, Pre & Post Sales-Management, Business-Analysis, Performance-Tracking

Experience: - Working with MTG LEARNING MEDIA PVT LTD., Gurgaon. from June 2015 to till date as a Team Leader in Order Processing Team.
Responsibilities: -
· Currently Handling the Entire Process of Sales Order and Specimen sampling for All India Internal and external customers

· Managing Purchase Orders while checking the potential, credibility and existence of new customer.
· Managing Agent and customer master and to ensure all the related mandatory documents like GST and PAN No, Bank Details etc. are collected and updated with the accounts.
· Coordinating with Accounts and collection team to check the payment and credit terms of the existing customer.
· Responsible for on time Order Processing, dispatch of orders and delivery as per the agreed timeline.
· Responsible to check the billing against the PO done by the accounts and Soft and hard Copy of Bill dispatched and delivered to customer.

· Managing entire gamut of Sampling of Books to the ASM, FST, Agents as well as external customers.
· Managing records and reports of Specimen distribution by Sales Team and Monitor the Sales Order received from the Area.
· Managing and suggesting the dispatches of all promotional items according to the potential of Area by keeping and monitoring to the cost to company.
· Managing and monitor the participation of the company in all Book Fair organized in the country.

· Assisting Sales Head to extract sales report, target and incentives to the All India Field Sales Team, also monitor the performance of ASM and Field Sales Staff.

· Managing Sales queries through ASM, FST�s as well as Direct customer.
· Responsible and execute the day to day Customer�s Order
· Handling and assisting to team to execute customized book cover and Print on Demand products, to reduce inventory and warehousing cost.
· Co-ordinate with warehouse team for smooth & timely receiving the shipment.
· To take the follow up with 3PL & co loaders for timely deliveries & pickups.
· Maintaining Out ward record of goods and documents.
Previous Work Experience –

1. Max New York Life Insurance - New Delhi - Oct 2008 to Aug 2009
· Worked with the backend team of collection process
2. Shadi.com  - New Delhi – July 2010 to Nov 2010

· Worked as a Relationship Advisor

3. HDFC Bank – New Delhi - Nov 2010 – Oct 2012
-  Worked as Team of Premium Acquisition Management
Professional Qualification: -
· Banking Insurance Operation from AVSAAR Finance Academy – 2008
· Basic of Computer, Tally 5.4, C++
Academic Qualification: -
· Graduation (B. Com) – HNB Garhwal University – 2008
· SSC from U.A Board, Nainital in 2004
· HSC from UA Board, Nainital 2002
Personal Details: -
· Date of Birth
                            13/07/1987
· Gender                                          Female
· Marital Status


   Married

· Nationality                         
   Indian
· Language Known
        
   English & Hindi
Declaration:

I hereby declare that the above information is true to the best of my knowledge and belief.

Date: -
-----/-----/20
Place: -                                                                  (Jyotsna Sandhu)
