ANJALI BANSAL	Anjalikain0922@gmail.com
Contact no. 8595 5050 67
RESUME


Career objectives:

To work with an organization that offers development and growth to my knowledge and skills using my full potential which extracts best out of me and helps to put in best efforts producing favoring results for the organization to whom I am serving.

Educational Qualifications:

· Matriculation (10th) from Central Board of Secondary Education, New Delhi in the year 2009.
· Intermediate (12th) from Central Board of Secondary Education, New Delhi in the year 2011.
· Graduated from Delhi University (SOL) in B.Com (2014)
· Pursuing PGDHRM from Symbiosis Bhavan, Pune

Profile Skills:

· Productivity & Equipment’s handling
· Purchasing 
· Data analysis
· Records Maintenance
· Employee Relations
· Event Scheduling
· Conducting interviews
· Counseling of Students
· Admission Records & Maintenance

Computer proficiency:

· Basic computer knowledge
· Microsoft Excel
· Microsoft Word
· Microsoft PowerPoint
· Outlook
· MARG ERP
· Tally ERP
· E-Accounting including (Tax, Vat, GST Journal entries, ledger, Tally ERP)





Work Experience:

· Strong Microsoft Office Suite of tools Excel (Expert-Strong V-lookup skills, Pivot tables),PowerPoint, Word.
· [bookmark: _heading=h.gjdgxs]Strong Accounting experience in TALLY, MARG.
· Strong ability to manage data & create reports using MS Excel and familiarity of database concepts.
· Strong collaboration skills but also the confidence and ability to work autonomously.
· Excellent organizational skills with proven, dependable follow-through.
· Strong attention to detail.

Company Profile: -

GAUBA TRADERS :
Department: Sales & Marketing
Period 	:  Nov-2013 to Sep-2017
Designation : Sales Coordinator


· Key Deliverables: -

· Selling to Customer Needs
· Timely Competitive analysis
· Meet with customers to discuss their evolving needs and to assess the quality of our company’s relationship with them.
· Maintains relationships with clients by providing support, information, and guidance; researching and recommending new opportunities; recommending profit and service improvements
· Prepares reports by collecting, analyzing, and summarizing information.

EYE 7 (Chaudhary Eye Centre) :
Department: Purchasing Administration
Period 	: Sep-2017 to Sep-2018
Designation : Purchasing Executive

· Key Deliverables: -

· Handling all the stock of IOLS (Intraocular Lenses).
· Handling all CRM related queries.
· Handling stock of consumable equipment’s (OT Requirement).
· Stock maintenance in excel & Ledger Books.
· Taking care of purchase and sales
· Work on software EHMS (Easy Hospital Management system).



PAHAL DESIGN  :
Department : Administration
Period 	: Oct-2018 To Oct-2019
Designation: Counselor cum Centre Manager

· Key Deliverables: -

· Provide career advice to students on academic courses of Pahal Design and help them to choose right course as per their career objective.
· Share information on various courses, test prep products, application process, and deadline on a proactive basis.
· Deal with general enquiries from applicants, their families, staff, students and auditors, including email and telephone enquiries.
· Managing the staff and housekeeping and making their salary.

SPIN GURUS  :
Department : Administration
Period 	: Oct-2019 To Dec-2020
Designation: Centre Manager

· Key Deliverables: -

· Handling Enquiry, Counseling with New students.
· Responsible for giving satisfaction to students about the various Facilities and Courses of DJing.
· Helped students craft a long-term plan for reaching their career objectives
· Develop and communicate the plan and budget for delivering the work on time, and manage all costs and resources to ensure conversions.
· Assist the Sales Manager with enquiries, viewings, lettings, marketing and events.


Personal Details:

· Date of birth 		: Nov 10th, 1994
· Husband’s name		: Mr. Abhishek  Bansal
· Marital status		: Married
· Gender			: Female
· Religion			: Hindu
· Nationality			: Indian
· Languages known		: Hindi & English
· Hobbies 			: Cooking, Computing, Crafting and Internet surfing


Date: __________
Place: __________									(Anjali Kain)

Residential Address : H-98, Shakarpur, Street No. 5, Vikas Marg, Delhi - 110092
Contact No. 91- 8595 5050 67
