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PROFILE SUMMARY
· Innovative Accounts Executive experienced in converting sales leads and managing multiple accounts. Highly skilled in forecasting, project management and strategic planning with exceptional communication abilities. Thorough in monitoring trends and capitalizing on emerging opportunities
· Motivated Account Executive with passion for resolving customer issues to achieve high-level satisfaction. Offering 7 year career history in sales with strong track record of exceeding objectives and increasing client retention. Energetic and personable with exceptional communication and presentation skills to drive new business development
· Established Account Executive gifted at lead generation and resolving customer issues. Engaging and personable and increasing business opportunities through dynamic marketing strategies, sharp communication skills and dedication to customer service

· Highly organized and motivated Account Executive with demonstrated track record of building relationships with clients, developing successful sales campaigns, and managing teams of account managers. Skilled in financial analysis, customer service and problem-solving. Experienced in coordinating activities with various departments to achieve strategic objectives
· Ambitious customer care executive with dedicated service contributing to company's growth and profitability. Excellent communication skills, problem resolution and positive customer experience. Flexible, decisive leader maintaining service, accountability and training for fast-paced environments
· Creative customer care professional dedicated to consistently surpassing service goals with unparalleled support for customer needs

· Smoothly manages both incoming and outgoing calls and remote requests by applying strong organizational, research and time management skills. Solid history of success in fast-paced call centers
· Process Associate seasoned in coordinating and implementing business process improvement projects while enhancing effectiveness and efficiency in support of business goals

· Strong record in designing process architecture, establishing process measurement systems and managing processes effectively
NOTEWORTHY ACHIEVEMENTS/HIGHLIGHTS

· Achieved Pat on Back Award in Order Processing Department  
CORE COMPETENCIES

· Good team leader
· Dedication and drive for my work
· Good Communication skills 

SOFT SKILLS
	· Self-Motivated
	· Multi-Tasker
	· Dedicated

	· Work Under High Pressure
	· Independent
	· Team Leader


FUNCTIONAL SKILLS
	· Bookkeeping
	· Revenue Trends
	· Due Diligence

	· GST Filling
	· Report Generation
	· Data Collection

	· Advance tax calculation ITR filings
	· Customer Issue Resolution
	· Business Planning

	· Budget Monitoring
	· Research and Analysis
	· Financial Planning


TECHNICAL SKILLS

	· Languages
	Oracle, Tally, SAP

	· Packages
	MS Office, MS Excel

	· Operating System
	Windows 2000/XP, Quickbooks & Zoho books


WORK EXPERIENCE
	Organization
	Designation
	Duration

	Kautilya Homes Pvt Ltd

Agr Corporate Consultant LLP
	Accounts
Accounts Executive
	Aug 2022- till date (As a freelancer)

Mar 2022 – 1st Dec 2023

	Fernandez Hospital 
	Customer Care Executive
	Nov 2020 - Mar 2022

	TCS
	Process Associate
	Sep 2014- April -2016

	
	
	

	HIBU
	Customer Executive
	Sep 2012 - Sep 2014

	HIBU
	Process Associate
	Jun 2011 - Sep 2012


Accounts Executive 

· Performing various activities namely Bookkeeping in Tally & Quick books, Zohoo, GST, PF, ESI, TDS Filings & Registrations, Advance tax calculation ITR filings, Bill payments, etc
· Working with other departments to deliver solutions according to schedule and per customer requirements

· Managing sales cycle to maintain solid customer base

· Monitoring budget and revenue trends, compiling reports for company leadership to inform decision-making

· Working on multiple software tools

· Designing and modifying reporting strategies and controls to comprehend business development and growth

· Delivering understanding sales presentations to latest clients, explaining technical details to promote features and increase client base

· Reducing expenses by productively negotiating with contractors on prices, terms, and service agreements

Customer service Executive

· Escalated critical customer issues to supervisor immediately to avoid discrepancies

· Managed multiple registers and files in department and required vital quality indicators
· Handled flow of OPD and ensured effortless workflow
· Welcomed visitors or patients, as per their needs and direct them accordingly
· Redirected patient and/ or relative to Medical Social Workers as required
· Received calls from patients and redirect them to consult doctors

· Resolved customer billing errors by researching issues in system, asking open-ended questions, and determining root causes of problems
· Provided company information and policies to customers upon inquiry and answered questions via phone, email, or online chat

· Assessed customer service trends and evaluated complaints to determine areas in need of enhancement
Process Associate: Data entry work in SAP

· Demonstrated high level of initiative and creativity while tackling difficult tasks

· Proved successful working within tight deadlines and a fast-paced environment

· Managed time efficiently to complete all tasks within deadlines
EDUCATION

· Bachelor of Commerce (B.com) computers in Accountants from R.R.D Degree & P.G College, Hyderabad, Osmania  University - 2011
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