




RESUME

SUMAN RANI

VPO SIWAN,DISTT KAITHAL

9034464698

suman.taneja12@gmail.com
___________________________________________________________________________________

CAREER OBJECTIVE

To Work in an organization where I can Utilise my skills in a way that yields more growth to the organization and job satisfaction for me

WORK EXPERIENCE

ORGANIZATION   RELIANCE COMMUNICATION (March 2010 to September 2010)

DESIGNATION      Customer Care Executive

Job Duties:

Data Maintanece

Responsible for Handling Customer operations

Daily Reporting regading complete day activities to Head Office

ORGANIZATION    HITASHI AGENCY (OCT 2010 TO AUG 2012)

DESIGNATION        Office Coordinator

Job Duties

Responsible for handling a team of 12 Collectors & to get the work doen from them

Mantaining the candidate data in master file & getting the follow up until process is executed

Reporting daily activity to Head office

ORGANIZATION  CHOLAMANDALAM INVESTMENT & FINANCE CO LTD(SEP2012 TO DEC 2014)

DESIGNATION      Credit Assistant

Job Duties

Looking after credit of Bathinda & Abohar Area(CV & Tractor)

Maintaining the MIS on Daily Basis

Maintaining RTO Register of Bathinda Area Office

QUALIFICATION

MBA(HRM)

2009-2011                    Sikkim Manipal university

B.A.

2006-2009                    Punjabi university,Patiala

Computer Literacy

COMPUTER FUNDAMENTALS,WINDOWS,INTERNET EXPLORER,MSOFFICE(WORD,POWER POINT & EXCEL)

About Me

Marital Status                     Married

DOB                                    12.06.1988

Husband's Name                     Mohit Kumar

Hobbies                               Listening Music,Internet Surfing

Languages Known              Hindi,English,Punjabi

(Suman Taneja)                                                                                                       Date 09.01.2017    

