CURRICULUM M TAE

Poja Rana

Address: H. no 192,Ghitani endave phase 1, New Ddhi- 110030
Phane 9654502788
E-mail: Pojaranag@meail.com

Obedtives
Business makes wald goand grow. | amloding far gppartunity that can bea brick of my caresr, understanding and o aourse
learning upan which | can build up my sdf, achieve persmal as well as arganizational geals.

Education

B.B.A (2012-2019- Carpleted BBA franJMS vasant kunj New Dehi affiliated toGuru gdind singh
indraprastha university.

P™MCBSE - (2012 passed)- Carpleted 12" fram CBSE board in year 2012 fran DAV public schad vasant kunj
New Ddhi.

10" CBSE - (20710 passed) Carpleted 10" fran CBSE board in year 2010 fran DAV pubic schod vasant kunj
New Ddhi

Experience

1 Sr. Exeautive operatians returns and refund (03- 112016 —24-03-2018)

Indiarush.cam (Arnit retail pvt Itd -212 dkhla phase 3 industrial area nearby HDFC bank New Ddhi-
T0020)

Key responsihilities

e Preparing daily pidup repats.
e  Preparing returns lost and vendars disputes data an monthly besis.
e Maintaining austamer refund data on daily basis and processing fa themfar refund.

e Mamitaing vendars wisereturn aount % and maintaining data.
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Waking in internal tidets and austamer issues(in case of CEO escalations anly)

App staereviews chedk and update

Chedking facshook negative carments and reviews.

Conduding autcall adtivity far all necessary saenarios far return and refund reated(induding)

Pidwp MIS analysis and dosing all pickups within TAT and taking fdlow up far aut TAT pidwp and DTO
shipments with the caurier.

Exeautive Escalation handling (24-06-2015t002-07-2016)

Shopdues.com (Clues netwark pvt Itd- Plat T2 sedtar 44 Gurugram Haryana- 22002)

Key respansihilities

Esalation aall handling via call and e mail channds.

CEO esalation handling and handling escalation via infochannd with 9%+ quality saore

Taking respansihility far urgent dosure and fdlowing up with inter department far the d csure far the escalatians.

Spantanecus fdlow up with departments and austarers till the dosure and fesdbadk fram each austamer post
resdution.

Sales exeautive (06- 10- 204 16-03-2015)

Edit with WPS Office



Pdioy bazaar.con(Ewin marketing pvt Itd- Plat no139 satar 44, Gurugram Harayana 122002)

Key respansihilities

e  Waking on leads togenerate sales far prasess anlinetermplan.
e Fdlow upwith austare's fa theregistration of theteemplan,
e Onalll brigfing regarding the pdicy, benefits and pracess of registration.

e Keypingthereaards o all leads and refiningdd lead far sales.

Skills

Ms dffice and maintaining data and reoards

Waking inter department with coardination

Managing daily repats and achieving set geals

Email writings and call handling

Data analysis and data management an daily basis

Puncuality and dangRCA o theassigned jdbrdein ade tonegledt the deviations franthe proosss if any.

Creating the methads and modules towak acoardingly, toachieve thetask effettive as well as effident manner.

PERSONAL PROFILE:

NAME - PajaRana
DATE OF BIRTH - 0510-1993
GENDER - Ferale
MARITIAL STATUS - Sinde

LANGUAGES KNOWN - Engdish and Hindi

Date
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