GAYATRI.P 
    10/6, Vinobaji Nagar, Hasthinapuram, Chromepet, Chennai –44 





     9171710494| calme4ever@outlook.com 
APPLIED FOR ASSISTANT MANAGER - CUSTOMER RELATIONS
CLIENT RELATIONS | OFFICE OPERATIONS | BUSINESS ADMINISTRATION

Performance-driven Client Relations cum administrative professional with more than 9 successful years facilitating support services and managing fast-paced office operations. Strong organizational and communication skills with the ability to manage multiple department works. Advanced understanding of customer needs with diligent attention to detail, resulting in superior customer service and high levels of client satisfaction. 
CAREER ACHIEVEMENTS

1. Participated in formulating the Company Objectives & Strategies

2. Extensive experience at organizing a wide range of activities and services, to offer effective customer relationship management

3. Proficiently handled relationship management functions

4. Gained more than 90+ New customers for the past 3yrs

5. Obtained 4 New customer worth of 60Lakhs order and 6+ repetitive orders from the existing customers for the past 9 months 

6. Assisted in improving the call answer times by 50%.

7. Familiarity with Customer Relationship Management (CRM) inbuilt model

SKILLS

1. Listening & Understanding Customers Requirements quickly

2. Aggressive in Follow up the client
3. Good in Generating Business Leads 

4. Offering Alternatives

5. Proficient analyzer and manager to coordinate a variety of tasks aiming at increased customer satisfaction

6. Strong administration and organization skills

7. Ability to maintain basic knowledge of products, pricing, promotions, procedures 

8. Highly initiative to manage a busy workload without close supervision 

9. Ability to build and maintain good relationship with external & internal customer 

COMPUTER SAVVY

1. Proficient in Computer Operations 

2. Known Operating Systems- Windows 2000 & XP 

3. Worked on MS Office- Word, PowerPoint, Excel & Outlook 

4. Having Knowledge of Software Testing 

EDUCATIONAL SUMMARY AND CERTIFICATIONS: 

1. 10th at Government Higher Secondary School, Chromepet

2. Diploma in computer technology From Valliammai Polytechnic in 2000. 

3. Bachelor Degree of Computer Science Engineering from SRM Easwari Engineering College in 2003 

4. Master in Business Administration- International Business in Annamalai University, Chennai , 2010 - 2012

PROFESSIONAL EXPERIENCE
(Given in Reverse chronological Order)

J R Furnace & Ovens Pvt Ltd (Thermal Technologies), (Manufacturer of Industrial Furnace)

From Aug 2012 to Till Date

Asst Manager - Client Servicing & Delivery
1. Take Leads from (Paid) Web Portals
2. Speak to the customer and get respective requirements

3. Get Techno commercial proposal from Technical Head with minimal dependency

4. Prepare Proposal and send to the customer and do follow up till it comes warm stage

5. Get appointment to close the deal

6. Coordinate with the customer  till get Purchase Order with advance payment
7. Prepare (MOM) Minutes of Meeting as and when required
8. Coordinate with the respective departments like Design (Mech, Electrical & Production, Purchase & Transporter etc) to make the equipment ready periodically
9. Identified needs to develop useful practices that can be successfully implemented to enhance customer satisfaction say, Sending weekly reports and updates to the customer about the equipment
10. Supervised and monitored customer feedback and correspondence to understand latent market needs

11. Enhanced customer satisfaction, by solving customer queries and complaints

12. Offered necessary support for business expansion and development, by gaining customer trust
13. Collecting Payment,  statutory certificates like C Forms, Declaration Certificates & Performance Certificates etc
Chennai Typers, (BPO)

From Dec 2008 – July 2012 

Asst Manager – Client Relations 
1. Managing and motivating a team of 10 associate’s including Sales team. 

2. Take leads from Marketing team

3. Handling the customer calls & Building good rapport with all levels of Customers

4. Getting appointment, Meeting the clients Presenting our company profile, Understand their requirements

5. Preparing Business Presentation & Proposals if required
6. Negotiate with the clients and make sure that the offerings match with their needs.

7. Do follow up and provide assistance to close the deal

8. Handled the tasks of managing invoicing and collection process 

TSK Infotech & Industrial Services, Chennai  

From 2003 –Dec 2008 

Senior Executive – Sales & Customer Relations
1. Find the Green field Project through Internet research work, Magazines & other news paper analyze whether they required anyone or all the following functions for their new / existing plant (Erecting, Commissioning, Operation & Maintenance or Performance based Manpower requirement) in all streams of IT, Mechanical, Electrical & Instrumentation  

2. Calling the decision maker and present our capabilities to them and get appointment

3. Preparing Power point presentation

4. Meet the clients and Demonstrate the same to the decision makers or other concerned person routed by the client 

5. Understand their requirements and prepare (MOM) Minutes of Meeting with their team. Simultaneously discuss with our Technical team and ensure all the points discussed with the client are same without any kind of deviation from the scope

6. Preparing Technical & Commercial proposal and get approval from Superior
7. Simultaneously handle the others tasks like Preparing documents’ to get approval from Customer & Bank for Advance and Performance Bank Guarantee as and when required
8. Generated repeat business through successful client follow-up

9. Prepared weekly reports for the sales team and sales management.

10. Arranging & Conducting Preliminary Interview as and when required
PERSONAL DETAILS
Date of Birth




: June 20, 1982

Nationality




: Indian

Language known



: Well versed in English, Tamil & Sowrashtra

Permanent address



: 10/6, Vinobaji Nagar

  Hasthinapuram, 

  Chromepet, Chennai -64

  Phone: 9171710494
Email





: calme4ever@outlook.com
Present CTC




: Rs.3Lac p/a
HOBBIES 
· Dealing People

· Build relationship with  people where ever I go

· More interested to learn and adopt new things 

· Reading books, novels and magazines.

· Watching Movie

· Listening ancient stories of Vedas and Upanishad’s to relax my mind
                                                                   



  


 SINCERELY YOURS, 

                                                                    
                            
     



       (Gayathri)
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