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SAVITHA RAJU
Experienced professional with expertise in accounting, administration, customer service, and sales support. Skilled in optimizing operations and achieving outstanding results across diverse functions and responsibilities.
Ph. No.   : +971 557621993
Email ID : savitha.r.nair18@gmail.com

WORK EXPERIENCE 
ACCOUNTANT AND ADMIN INCHARGE
SHADOW CINEMAS ( A MULTIPLEX CINEMA COMPLEX, THRISSUR, KERALA,INDIA ) SINCE SEP 2023 TO JAN 25TH 2024 

· Recorded daily financial transactions accurately and consistently using accounting software.
· Entered various cash, receipt, payment, and bank transactions into the accounting software.
· Maintained an electronic voucher register within the accounting system.
· Monitored and managed income and expenditure using accounting software tools.
· Compiled and presented reports, budgets, business plans, and financial statements using software applications.
· Analyzed accounts and business plans utilizing accounting software functionalities.
· Conducted financial audits using software tools to ensure accuracy and compliance.
· Managed employee attendance electronically and generated wages reports using HR software.
· Completed necessary administrative tasks using office management software.
VARIOUS ROLES WITH SRIVARI HONDA ( AN AUTHORIZED HONDA MOTORCYCLE DEALER IN THRISSUR, KERALA, INDIA )  SINCE FEB 2016 TO AUG 2023

Service and Spare Parts Department Support 

· Created, maintained, and inputted information into databases using relevant software.
· Managed incoming calls and communications efficiently.
· Organized and managed filing systems electronically.
· Recorded necessary information accurately.
· Greeted clients and visitors as required.
· Updated paperwork, maintained documents, and performed word processing tasks.
· Assisted in organizing and maintaining cleanliness in office common areas.
· Carried out general office clerk duties and ran errands as needed.
· Coordinated events as necessary using appropriate software tools.
· Maintained inventory of office supplies electronically.
Customer Service Support

· Delivered outstanding customer service to all dealership customers, ensuring satisfaction.
· Developed and shared comprehensive knowledge of Service, Parts, and Accessories merchandise, parts history, and new schemes.
· Managed multiple customers simultaneously, while prioritizing individual customer satisfaction.
· Identified and promoted sales, specials, and new merchandise, suggesting additional products to complement purchases.
· Assisted customers in determining Parts and Accessories requirements, conducting research in catalogues as needed.

Insurance Support

· Raised awareness among customers about the importance of insurance.
· Assisted customers with insurance policy renewal processes.
· Addressed customer inquiries and cleared doubts regarding insurance policies.
 HR Support

· Managed employee attendance and incentive reports electronically.
· Maintained accurate employee records using HR software.
Administration Support
· Answered and directed phone calls using office communication systems.
· Organized and scheduled appointments electronically.
· Planned meetings and recorded detailed minutes using software tools.
· Drafted and distributed email, correspondence memos, letters, faxes, and forms.
· Assisted in preparing regularly scheduled reports using relevant software.
· Developed and maintained an electronic filing system.
· Updated and maintained office policies and procedures electronically.
· Ordered office supplies and researched new deals and suppliers online.
· Maintained contact lists digitally.
· Booked travel arrangements using online booking platforms.
· Submitted and reconciled expense reports electronically.
· Provided general support to visitors and acted as their point of contact.
· Liaised with executive and senior administrative assistants using electronic communication to handle requests and queries from senior managers.
VARIOUS ROLES WITH ASWATHI MOTORS ( AN AUTHORIZED HERO MOTORCYCLE DEALER IN THRISSUR, KERALA, INDIA )  SINCE AUG 2014 TO DEC 2015
Accounts support 
· Utilize cash register software to manage transactions with customers.
· Process payments seamlessly, whether in cash or credit, through the software interface.
· Generate and print receipts, facilitate refunds, and manage transactions electronically.
· Address customer complaints, provide assistance, and offer relevant information via the software platform.
· Greet customers upon entry and exit of the store.
· Ensure cleanliness and organization of checkout areas, with digital logs to track maintenance tasks.
· Record transactions in the software's balance sheets and promptly report any discrepancies detected.
· Perform bookkeeping tasks digitally, leveraging the software's capabilities for accurate financial records.
Sales Support
· Interact with customers and provide product introductions.
· Schedule and coordinate sales visits effectively.
· Maintain detailed and organized customer records within the software.
· Participate in sales-related conferences and meetings, documenting participation and outcomes.
· Utilize negotiation tools to handle contracts and package discussions.
· Work towards meeting monthly or annual sales targets, with progress tracked and monitored seamlessly through the software platform.
HR Support  
· Perform necessary administrative duties proficiently.
· Conduct performance and wage reviews.
· Create clear and concise reports.
· Deliver helpful and engaging presentations
Customer Service
· Resolve product or service issues by understanding the customer's complaint, identifying the root cause, suggesting the best solution, and ensuring prompt resolution.
· Manage financial accounts by handling customer adjustments.
· Provide recommendations on potential products or services to management based on customer information and needs analysis.
· Create product or service reports by gathering and analyzing customer data.
· Support team objectives by achieving related outcomes as required.
· Address complaints, offer suitable solutions and alternatives within specified timeframes, and follow up to confirm resolution.


COMPUTER SKILLS
· Proficient in Tally software for financial accounting and customer adjustments.
· Experienced with Microsoft Office Suite, including Excel, Word, and PowerPoint, for report creation, data analysis, and presentations.
· Skilled in navigating and troubleshooting Windows operating systems for efficient software operation.
· Familiar with utilizing ChatGPT for assistance and guidance in various tasks, including resolving customer complaints and providing solutions.

                    

EDUCATION 

· Master of Arts in Sociology (Expected Graduation: [July 2025])
· Indira Gandhi National Open University, India
· Bachelor of Computer Applications July 2019
· Indira Gandhi National Open University, India
· Higher Secondary, March 2013
· Board of Higher Secondary Examination, Kerala, India

PERSONAL PROFILE
          
Date of birth	:  29.09.1995
Gender         	:  Female
Nationality   	:  Indian
Marital Status 	:  Single
Languages Known  : English, Hindi, Malayalam & Tamil

PASSPORT AND VISA DETAILS

Passport number   : B9532704
Visa Status            : VISIT SINGLE ENTRY
Visa validity          : 22/March/2024


Declaration

                                     I hereby declare that the above particulars furnished are true to best of my knowledge and belief. I assure you, if I am given a chance, I will execute my work to the fullest satisfaction of my superiors.
       


                                                                                                                                                  SIGNATURE
                                                                                                                                                 
                                                                                                                                               ( SAVITHA RAJU ) 
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