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Computer Skills
MS Office: & Excellent O Good O Avg. O Learnt but never worked on it O Nil
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Flat no: 207-A, Surya Towers,

Behind Anutex, Malkajgiri,

Hyderabad.

(R) 040-55174086/55173009

(M) 98494-02806

E-mail: ranisusairaj@gmail.com
ranisusairaj@yahoo.com

RANI SUSAIRAJ -

OBJECTIVE:

To seek a challenging career profile with-a commitment to excel in the areas of Customef
Services & Customer Care and deriving the best to my employer.

EDUCATIONAL QUALIFICATIONS

% Masters Degree : Present|y Pursumg MBA Marketmg (Dist Education) Hyderabad
v Degree . Bachelor of Arts from Osmania University, Hyderabad -
(Economics, Political Science, & Public Administration) — in 2_000

COMPUTER SKILLS:
PUTER SKi| ' "/

v" Course Certificate of MS-Office. (Word, Excel & Access) \”J \«’V
v Oracle 8i (SQL, PLSQL, Dev-2000 & Apps Technical). = ;

v Sep 2004 to tlll date : As Secretary and Sales CO-owinator for
- “Usher Technologles Pvt. Ltd.” As speclahstsm the
secondary packaging segment, Usher has identified core
areas to deliver “Complete Packaging Solutions™. Be it
packaging machines, consumables, spares, contracts or
turnkey projects.

v" May 2001 to Aug 2004: As Sales and Service Co-coordinator in :
“Eureka Forbes Ltd.” Hyderabad. For Products-
Aquaguard, VaccumCleaners, and Euro Air

KNOWLEDGE IN EXPERIENCE:

v Taking calls of Boss and fixing appointments, booking tickets, booknng hotels
coordinating with other Directors and Managers.

v" Updating information’s regularly to Boss and as well to all the employees all over India
the related information, receiving reports of various dept and sending a consolidated
report to Boss. .

v Arranging meetings (internal and even with foreign delegates)

v' Drafting letters and preparing Minutes of Meetings.

W
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STRENGTHS:

‘\\.\\\\\\_\

Co-ordinating between the customers and service department of all branches through out
AP

Receiving customer’s calls and registering complaints.

Arranging technicians visit to customers site for attending complaints, maintenance and
installations of the product.

Giving demonstrations of the proeduct to customers in the office.

Maintaining Sales and Purchase Register

Preparing Quotations, Invoices, & Delivery Chailan

Maintaining Inventory .

Preparing daily reparts and sending to HO thru e- -mail on daily basis

Updating Warranty & Contract customers on day-to-day basis in the systems, and give
them Service periodically.

Preparing Re-conciliation every quarterly

- Maintaining Sales and Purchase Register
Maintaining Cashbook & day-to-day transactions like receipts, payments & Voucher entry

etc.

Replying on customers queries -

Checking e-mails on day-to-day basis

Preparing monthly 0utstand|ng statements & following up of Payments

My Strength is Sincerity, Perseverance and Commitment
_Positive attitude & Confidence

Team Orientation & Goal Setting

Convincing Capacity

Good Communication / Interpersonat Skills -~
Abllltytoeomplete giventasks ontime - .- e
“Ready to'leam and take up challenges

- Ability to grasp thmgs fast, very little initial Trammg I Guldanoe requlred

‘Zeal to work hard

i

PERSONEL PROFILE:

AN N NN

Name : Rani Susairaj

Fathers Name* : Shri A Susairaj

Martial Status - : Single

Languages Known : Tamil, English, Hindi & Telugu

Hobbies - : Love to make Friends, Listening to Music

interior Decoration & Dress Designing.

Aim is to be associated with a progressive organization that gives me scope to update my
knowledge and skill in accordance with the latest trends and be part of team that works
towards growth of organization and gives satisfaction.
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Usher Technologies Pvt Ltd.,
Somajiguda, HYDERABAD

Pay slip for the month of November, 2005

Employ ID: 0017

Emp Name: Rani Susairaj
Designation:Sales Coordinator

PF Alc No:AP/HY/43855/ 127 Unit/Location: Head Office
EARNINGS DEDUCTIONS
Basic 5,000.00 | Provident Fund 600.00
HRA 2,000.00 | Profession Tax 80.00
Education Allowance 200.00 { TDS - 0.00
Special Pay 1,400.00 | Salary Advance 0.00
Conveyance Allowance 800.00 | Other Deductions 0.00
Other Allowance 0.00 ' m
GROSS A 9,400.00 | TOTAL DEDUCTIONS /. ¢ /“\\0 680.00

Net Salary: Rs. 8,720.00

{ { HYD. 827.0

Days payable: 30

CL: SL: \SEL: J/~/

T




l 'SH ER Usher Technologies Pvt. Ltd.
RS A T

Koti’s Court, 6-3-1239/2/A, Raj Bhavan Road,
Hyderabad - 500 082

Tel:91-40-23378265,23396245,/46/47.
September 25, 2004 Fax :91-40-2337 5096

E-mail : contact@ushertech.com
To,

Ms.Rani Susairaj
Flat No.206-A
Surya Towers,
Behind Anutex,
Malkajgiri,
Hyderabad.

Dear Ms.Rani,

This has reference to your discussion with us, in this connection, we are pleased to
appoint you as “SALES COORDINATOR-STEEL PACKAGING SYSTEMS” and
your place of posting is HYDERABAD. You will be paid an amount of Rs 1.2 Lakh
only (Rupees One lakh Twenty Thousand Only) per annum as your remuneration (Cost to
Company). You are required to join us on or before October 1,2004. A detailed
appointment order will be given to you after your joining.

Please sign the duplicate copy of this offer letter as a token of your acceptance and send
the same back to us immediately. While sending this copy, ki~ iy also send your
credentials and other certificates given in the Annexure enclosed herew ith.

kS

We wish you all the best and a bright future in our company.
For USHER TECHNOLOGIES PVT LTD
2o Wv‘”ﬁ’

S BHATTACHARYA
CHAIRMAN

Ay

RANI SUSAIRAJ

Mumbai Office : H & G House, 6A / 6B, Sector 11. Plot No.12, CBD Belapur, Navi Mumbai - 400 614, India.
Tel : 022 - 30987125 /26 /27 Fax : 022 - 27576419 E-mail : contact@ushertech.com




