CURRICULUM - VITAE
SHYAM BIHARI
RZ-35, First Floor
Gopal Nagar Najafgarh

New Delhi 110043

Mobile# 918700782178
Email: pandit.shysm@gmail.com.
……………………………………………………………………………………………………………………………………………
CAREER OBJECTIVE: Seeking a responsible position in a professionally managed organization that provides me an opportunity in contributing effectively to the growth of organization coupled with professional and personal growth, I wish to enhance my knowledge for the development of the organization.
.………………………………………………………………………………………………………………………………………….
CAREER HISTORY

Project Executive – Aug 2015 – Oct 2017
Employers name – UBM INDIA PVT. LTD.
Worked with M/S UBM India Pvt. Ltd. as a Project Executive Sales Admin, Mis & Coordinator via third party payroll Team-lease and as a consultant
Responsible for supporting the company Sales Team and ensuring that they have the tools, support and resources needed to set them apart from the competition.

Duties;

· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Writing up accurate and grammatically correct sales correspondence.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Contacting potential customers to arrange appointments.

· Speaking with customers using clear and professional language.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sakes orders.
· Responding to sales queries via phone, e-mail and in writing.

· Accurately analyzing and assessing statistical data.

KEY SKILLS AND COMPETENCIES

Professional

· Customer service experience in an office setting.

· Can calculate figures and amounts such as discounts, interest, commissions, proportions and percentages.

· Strong ability to multi-task, prioritize and execute.

· Ability to perform under pressure and stressful conditions.

Personal

· Professional demeanor and attitude.

· A fast learner who can quickly understanding and articulate new technologies and processes.

AREAS OF EXPERTISE
Customer Service
Organising staff
Marketing campaigns

ACADEMIC QUALIFICATIONS 
· Pursuing B.tech From Maharshi Dayanand University Rohtak Haryana 

· Passed 12th With Anugrah Narayan Smarak College Nabinagar Aurangabad Bihar From Bihar School Examination Board Patna 2015
ACADEMIC QUALIFICATIONS:-
	NAME 

FATHER’S NAME

DATE OF BIRTH

SEX 

NATIONALITY

LANGUAGES KNOWN

HOBBIES

STRENGTH 

	PANDIT SHYAM BIHARI 

RAM NARAYAN TIWARI

10/May/1995
MALE

INDIAN

HINDI & ENGLISH

PLAYING CHESS, WATCHING MOVIES

HARD WORKER, DETERMINED, HONEST, LOYAL, PRESIDENT & HAVE ALL QUALITIY OF  EXECUTIVE                                                         



REFERENCE:

Will provide on request.
Date :-……………

Place :……………                                                           (Shyam Bihari)
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