
PERSONAL INFORMATION 

 

  
  

  GAYTRI KHANNA    

Enthusiastic and Well-Organized Sales and Operations 

Manager with Solid Background In Data Entry, Schedule 

Management And Event Planning. Seeking A Position In Your 

Department That Rewards Loyalty, Hard Work, Multi-Task And 

Positive Results In The Team Environment. To Give The Best Of My 

Capabilities And Caliber In The Field Of My Career By Portraying A 

Positive Attitude, Commitment And Honesty In My Duties & Also To 

Attain Consulting Position With The Firm That Will Enable Me Both 

Contribute And Learn. Good Opportunity For Growth. Looking For 

An Opportunity Where My Skills, Knowledge And Experience Can Be 

Used To The Fullest To Reap Maximum Benefit To Organization As 

Well As Personally. 

  

 

 

✓ Name    : Gaytri Khanna 

✓ Mother Name  : Indra Bala Khanna  

✓ Date Of Birth  : 02-01-1990 

✓ Gender   : Female  

✓ Marital Status  : Unmarried 

✓ Nationality   : Indian 

✓ Contact    : +91-9999168403 

✓ Address   : 4628, Sector-49,  

N.I.T. Faridabad-121001, 

Haryana, India 

✓ Notice Period  : Immediate joining 

 

 

 

 

✓ [BCA], [AAIDU], [2013]               

✓ [Intermediate], [NIOS], [2010] 

✓ [Matriculation], [HBSE], [2005]                           

 
 

 

 

✓ 6 Months Digital Marketing Course From Dostiiii NGO.  

✓ 4 years Certification In ACCP From Aptech Computer 

Institute. 

✓ 1 Year Diploma In Computer Programmimg & Hardware 

From Harswitec Computer Institute (Bal Bhawan)). 

 
 

 

CV 

Educational Qualification 

Technical Qualification 

 

Email Id: serin.khanna@yahoo.com 

                         gaytri.khanna186@gmail.com 
 

Professional 

Skills 

✓ Installing 

Windows (XP, Win 

7, Win 8, and Win 

10). 

✓ Software 

knowledge  

o MS-Office 

o [2003, 2007, 

2010, 2013, 

2016], 

o Photoshop 

o HTML 

o CSS 

o C 

o C++ 

o Java Core 

o .Net 

o XML  

✓ Working 

knowledge of  

o Ms-Word 

o Ms-Excel 

o Ms-Power-point 

o Ms-Access. 

✓ Digital      

marketing  

o On-Page SEO  

o Off-Page SEO 

o Social Media 

Marketing 

(Organic-

Facebook, 

Twitter,       

Linked-in, 

Instagram, 

Whatsapp, 

Pinterest, Reddit, 

Telegram & so 

on) 

 

 

 

mailto:serin.khanna@yahoo.com
mailto:GAYTRI.KHANNA186@GMAIL.COM
https://digitaltk.com/top-10-most-popular-social-networking-sites-in-india/#8_Telegram


 

 

  

 

 

 

 

  
✓ Worked With Regalo Kitchens Pvt. Ltd. In The Capacity Of 

Store Manager (Operations-Sales-Services) From 18 OCT 

2017 To 10 Oct 2020. 

 

  Nature Of Work 

 

❖ Coordination with more than 200 clients. Monitor 

inventory levels and order new items 

❖ Handling clients when my team sales people were 

busy. 

❖ Handling maintenance of showroom. 

❖ Managing 50 people team (sales team & post sales 

team) 

❖ Liaising with head office. 

❖ Overseeing pricing and stock control 

❖ Meet sales goals by training, motivating, mentoring 

and providing feedback to sales staff 

❖ Sometimes answer inquiries about company. 

❖ Monitor office expenses and costs. 

❖ Deal with all issues that arise from staff or 

customers (complaints, grievances etc) 

❖ Ensuring staff grooming & providing training to 

staff 

❖ Develop business strategies to raise our customers’ 

pool, expand store traffic and optimize profitability 

❖ Ensuring high levels of customers satisfaction 

through excellent service 

❖ Keep updated records and files. 

❖ Handling the general running of the office to 

ensure smooth operations. 

❖ Handling company’s Software (Regalo MIS & others). 

❖ Daily sales report send to ASM (after day closing) 

❖ Daily staff briefing & allocation of works to sales 

team 

❖ Manage housekeeping, pantry & stationary items. 

❖ Monitor Sales CRM. 

❖ Coordinate with vendors. 

❖ Handling billing. 

❖ Attendance Records. 

❖ Cash depositing to bank & maintain proper records 

❖ Coordinating with HR, Purchase, Accounts and 

other departments.  

❖ Arrange the training sessions. 

❖ Handling new and existing leads. 

❖ Follow ups with Clients 

❖ Invite clients to showroom and show the modular 

displays them. 

❖ Coordinate with Designer for visited client designs. 

❖ Show 2D and 3D to clients for their selected 

designs. 

❖ Making sales report. 

 

  

  

 

Professional Experience 

o Social Media 

Advertising (Paid- 

Facebook, 

Twitter, Linked-in, 

Instagram & so) 

o Search Engine 

Marketing ( PPC/ 

Google Adwords) 

o Affiliate 

Marketing 

o Email      

Marketing 

o Webmaster/ 

Google Search     

Console 

o Google  

Analytics  

o Adsense  

o Blogging 

o Woo-Commerce 

o Basics of 

WordPress 

 

 

 

Personal 

Strength 

✓ Hard Working. 

✓ Positive Attitude 

Toward Life With 

Mutual. Respect 

From Others. 

✓ Dedicated & 

Flexible In All 

Work 

Environments. 

✓ Ability To Work In 

Team.  

✓ Self-Confident & 

Passionate About 

My Work. 

✓ Calm Under 

Pressure 

✓ Strong Team 

Player 

✓ Friendly 

✓ Passion For Travel 

✓ Time Management  

✓ Excellent 

Presentation 

Skills 

✓ Time Management 

And Prioritizing 

Tasks 

✓  

 



 

 

 

 

 

 

 

 

 

 

✓ Worked With Manya-The Princeton Review In The Capacity 

Of Student Initiatives Manager (Sales-Operations) From 

10 Dec 2014 To 30 Aug 2017 

 

  Nature Of Work 

 

❖ Advising students on ACS & courses (GMAT, GRE, 

GRE Subject Test, SAT/ACT, SAT II, AP, IELTS, TOEFL, 

etc.)  

❖ Counseling students and parents on overseas 

education and related admission process. Advice/ 

Counsel students regarding various universities, 

courses, admission requirements, entrance exams, 

scholarship in abroad     studies for Indian students. 

❖ Planning & implementing the marketing strategies & 

promotional campaigns. 

❖ Researching & suggesting the best programs to 

students. 

❖ Liaising with students to their better growth.  

❖ Handling the general running of the office to 

ensure smooth operations. 

❖ Managing day to day operation of the office. 

❖ Supervise housekeeping, book kits, and stationary & 

pantry material. 

❖ Responsible for daily cleaning and general 

maintenance of the office. 

❖ Planning and scheduling meeting and appointment to 

the superior. 

❖ Responsible for workshops & seminars in the 

schools. 

❖ Other responsibilities delegated by management 

❖ Maintain operational quality and standards. 

❖ Maintain the Test Labs for students. 

❖ Install authorized software to laptops and 

desktops.  

❖ Ensuring security and upgrades are applied and kept 

up to date on desktops and laptops. 

❖ Antivirus installation to all desktops and laptops. 

❖ Fault-finding to laptops and desktops. 

❖ Diagnose and resolve technical issues 

❖ Prepare documents, meeting materials and 

correspondence. 

❖ Maintain the healthy Relationship with Supplier/ 

Vendors. 

❖ Handling Meeting, Events, etc. 

❖ Do the entries of students in the NAV & CRM 

(Software). 

❖ Generates invoices related students enrollment & 

registration. 

 

✓ Worked With Aptech Computer Institute In The Capacity 

Of Faculty Cum Admin Executive (Operations) From 01 Jul 

2011 To 10 Oct 2014  

 

 Nature Of Work 
 

❖ Taking Batches of Computer software. (Basics of 

Computers, C, C++, Java etc). 

 

Interests 

✓ Listening To Music 

✓ Wearing Make-up 

✓ Local Meet-ups 

✓ Teaching Kids 

✓ Spending Time With 

Friends & Family 

✓ Spending time with 

senior citizens 

✓ Cooking Regular 

or New Dishes  

✓ Travelling 

✓ Taking Keen 

Interest In Painting 

✓ Net Surfing 

✓ Help Others 

 Language 

Known 

✓ English 

✓ Hindi 

✓ Punjabi 

 
achievements 

 
✓ Contributed to 

good customer 

service. 

✓ Developed or 

implemented new 

procedures or 

systems. 

✓ Re-organized 

something to make 

it work better. 

✓ Saved money for 

the company. 

✓ Identified a 

problem and 

solved it. 

✓ Increased revenue 

or sales for the 

company. 

✓ Suddenly, bosses 

announced my 

salary increment in 

the weekly meeting  

✓ Almost all 

colleagues 

started supporting 

me  

 



 

 

 

 

 

 

 

 

 

❖ Taking doubt sessions of students. 

❖ Maintain Attendance. 

❖ To made a question papers for students. 

❖ To help in online test. 

❖ Placements handled for students after and befor 

completion of their courses. 

❖ Arranged workshops for their personal 

development, etc. 

❖ Encouraged students to unravel problems & error 

approach.   

❖ Accomplishing operational and administration work 

including forms formalities & Generating ID Cards. 

❖ Assessed the accomplishments on a regular basis 

and provided progress reports.  

❖ Installing Software & Hardware. 

❖ Educated students and their families about career 

options. 

❖ Maintain Student Record. 

❖ Supervise Housekeeping, stationary & pantry 

material. 

❖ Arrange seminars & exams in schools & colleges.  

 

✓ Worked With Harswitech Computer Institute (Bal Bhawan 

Semi-Govt.) In The Capacity Of Faculty Cum Admin 

Executive (Operations) From 28 Jun 2009 To 28 Jun 2011  

 

 Nature Of Work 
 

❖ Taking Batches of Computer software. (Basics of 

Computers, C,C++, Java etc). 

❖ Took doubt sessions of students. 

❖ Maintain Attendance & Report Files. 

❖ To made a question papers for students. 

❖ Placements of the students with 100% results. 

❖ To help in online test. 

❖ Issue ID Cards. 

❖ miscellaneous Work 

 

 

 

 

 

I Hereby Declare That All The Statement Declared Above 

Is True To Best Of My Knowledge And Belief. 

 

Date ___________                Signature 

Place __________     _______________ 

                                                                                                    

   

Declaration 


