
CURRICULUMVITAE

PoojaRana
Address:H.no192,Ghitornienclavephase-1,NewDelhi-110030

Phone:9654502788

E-mail:Poojaranag@gmail.com

Objectives

Businessmakesworldgoandgrow.Iamlookingforopportunitythatcanbeabrickofmycareer,understandingandofcourse

learninguponwhichIcanbuildupmyself,achievepersonalaswellasorganizationalgoals.

Education

B.B.A(2012-2015)-CompletedBBAfromJIMSvasantkunjNewDelhiaffiliatedtoGurugobindsingh
indraprasthauniversity.

12thCBSE–(2012passed)-Completed12thfromCBSEboardinyear2012fromDAVpublicschoolvasantkunj
NewDelhi.

10thCBSE–(2010passed)Completed10thfromCBSEboardinyear2010fromDAVpublicschoolvasantkunj
NewDelhi

Experience

1. Sr.Executiveoperationsreturnsandrefund(03-11-2016–24-03-2018)

Indiarush.com(Arnitretailpvtltd-212okhlaphase3industrialareanearbyHDFCbankNewDelhi-
110020)

Keyresponsibilities

 Preparingdailypickupreports.

 Preparingreturnslostandvendorsdisputesdataonmonthlybasis.

 Maintainingcustomerrefunddataondailybasisandprocessingforthemforrefund.

 Monitoringvendorswisereturncount%andmaintainingdata.



 Workingininternalticketsandcustomerissues(incaseofCEOescalationsonly)

 Appstorereviewscheckandupdate

 Checkingfacebooknegativecommentsandreviews.

 Conductingoutcallactivityforallnecessaryscenariosforreturnandrefundrelated(including)

 PickupMISanalysisandclosingallpickupswithinTATandtakingfollowupforoutTATpickupandDTO

shipmentswiththecourier.

2. ExecutiveEscalationhandling(24-06-2015to02-07-2016)

Shopclues.com(Cluesnetworkpvtltd-Plot112sector44Gurugram,Haryana-122002)

Keyresponsibilities

 Escalationcallhandlingviacallande-mailchannels.

 CEOescalationhandlingandhandlingescalationviainfochannelwith95%+qualityscore.

 Takingresponsibilityforurgentclosureandfollowingupwithinterdepartmentfortheclosurefortheescalations.

 Spontaneousfollowupwithdepartmentsandcustomerstilltheclosureandfeedbackfromeachcustomerpost

resolution.

3.Salesexecutive(06-10-2014-16-03-2015)



Policybazaar.com(Ewinmarketingpvtltd-Plotno139sector44,Gurugram,Harayana122002)

Keyresponsibilities

 Workingonleadstogeneratesalesforprocessonlinetermplan.

 Followupwithcustomersfortheregistrationofthetermplan,

 Oncallbriefingregardingthepolicy,benefitsandprocessofregistration.

 Keepingtherecordsofallleadsandrefiningoldleadforsales.

Skills

Msofficeandmaintainingdataandrecords

Workinginterdepartmentwithcoordination

Managingdailyreportsandachievingsetgoals

Emailwritingsandcallhandling

Dataanalysisanddatamanagementondailybasis

PunctualityanddoingRCAoftheassignedjobroleinordertoneglectthedeviationsfromtheprocessifany.

Creatingthemethodsandmodulestoworkaccordingly,toachievethetaskeffectiveaswellasefficientmanner.

PERSONALPROFILE:

NAME -PoojaRana

DATEOFBIRTH -05-10-1993

GENDER -Female

MARITIALSTATUS -Single

LANGUAGESKNOWN -EnglishandHindi

Date-




