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PRERNA YADAV
To have for the cause, the cause to be creative & to earn a challenging and Rewarding Career in the field of Co-ordination and Administration with the scope for Personal enrichment and focused team effort.


PROFESSIONAL QUALIFICATIONS
		

		 
			“O” Level from Doeacc
                                       

   
EDUCATIONAL QUALIFICATIONS


              Post Graduation
 Master of Arts (M.A.)
Rajasthan University 		



Work Experience 

· Working with Balaji Lifestyle Pvt Ltd as a Service & sales coordinator  at present since January’ 04 
 Company Profile. 
 Distributor of Mercury, Samsung, TVS, HP, Compaq, IBM, Intel Western Digital (Hard disk), Creative (Speakers and Sound Cards) and AMD (CPU), 

· Work Profile

 Worked as a Sales Co coordinator handling the sales executive by taking their daily sales report and to prepare daily M/S Reports.
 Entitled to work as a customer support executive & acted as a mediator in between Clients and service Engineers.
· I am looking after complete administration, which includes back office work, handling marketing team, managing different companies during there scheme, making strategies and planning for development of market. 





 Maintaining all accounts with dealers, payment collections and taking orders
 Managing sales promotion activities like road shows, 
 Handling Accounts work on Tally 
 Co coordinating with the dispatch department for the dispatch of material to the dealers and the business partners 
         


· Worked with RUDA. as a M.D’s  Assistant  
· About the Company.
  Rural Urban Development Company.


· Work Profile
 Worked as a computer operator.
  Handling Back office work, 


 
Strengths
 


Proven strengths in team co-ordination strong communications interpersonal and learning skills matched with the ability to manage stress and time effectively

 
 
· Personal Details -	Date Of Birth		: 4-06-1982
						
			Personal status	: single 

			Father’s Name		: Shri Ramesh Yadav

			Place of Birth	 	: Rajasthan, India
			
 
			

All the information presented here about me is correct and true to the best of my knowledge.

Place	:   India.
Date	: 

						Prerna Yadav
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