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A d d res s : Ho m e No .E -1 16,S tre et N o.7,

3 , P usta Ja g jeet Na ga r Delhi- 1 100 53.

CARRIER OBJETIVE:

A spiring t o w o rk w ith a rep uted orga niza tio n. I further look forw a rd to po sitio ns of m y re sponsib ilities.

A c ha lle ng ing position in a n orga niza tio n w here I ca n enha nc e m y co m petitiv e skills in co njunc tion
w ith the C o m pa ny’ s g oa l a nd to w ork to the b est of m y ca libe r a nd c a pa bility.

PROFESSIONALSUMMARY

● Acompetent professional withover 13 yearsexperience inthe areasofOperations/Coordination/Customer
Support/Sales& Billing.

● PresentlyM/sFurmatsMarketingPvt.Ltd.asAssistant Sales Manager & Office Coordinator in Delhi office
● Aneffectivecommunicatorwith excellent relationship building& interpersonal skills.
● W e ll V ers ed w ith E R P W o rk in g S o lu tio n s .

Skills & Expertise
1 . T R A N S P O R T A IO N .

2 . V E N D O R M A N A G E M E N T .

3 . G O O D K N O W L A D G E O F E X C LE .

4 . O P E R A T IO N S M A N A G E M E N T .

5 . M IC R O S O F T O F F IC E .

6 . T A L LY

7 . A C C O U N TS H A N D L IN G

WORK EXPERIENCE:

Organization Duration Designation

N.E.C.C. LTD 29 NOV.2009 - MAY 2014 Back Office Executive

DRS DILIP ROADLINES PVT. LTD. JUNE 2014 - Oct 2014 Parcel Coordinator

Furmats Marketing Pvt. Ltd Nov.2014 -Sep. 2021 Assistant Sales Manager



Energy Serves India Aug.2025- Present Sr. Executive Accounts Cum Admin

(Group Company Of Furmats)

Responsibilities:

P rese ntly W orking A s a A ssista nt S a le s M a na ge r w ith Furmats Marketing Pvt. Ltd. in De lhi. H a ndle a ll
a ctivit y like c ust om ers Enq uiry offer ord er m a na gem e nt, m a te ria l dispa tch ,bil ling, W ay b ill M a na ge a ll
custo m er & v end or a cc ounts in ta lly, tra nsporta tion, custom e r e nquiries, & m a na ge sto ck C ustom e r
S uppo rt.

Previous Experience:

To handle operations in H.O as a Sr.Executive. Managing all the aspects of operations. Manage various
operational works in H.o. Like-Co-coordinating with all branches, daily wise booking, tracking, shipment,
delivery status, pod status, billing status. Party survey approval work & send approval to branches, making
consignor & consignee, open billing and maintain MIS through all branches etc. provide rate quotations
to party and take care of shipment’ s maintain the shipment status of client which is required on the
daily basis .& Cross verifications. Providing daily vehicle tracking status mail some important clients in
morning (Sending all shipment status to Clients)

Proficient at providing value added customer service by resolving customer issues & ensuring their satisfactionwith
the product andthe service norms.
Aneffectivecommunicatorwith excellent relationship building & interpersonal skills.
Business Mapping– market andcustomer wise

Rate finalizationfor Transportations.
Providing the best direction to all branches for the best transpiration services to our customer and for better logistics
services.
Providing MIS toKey Customers.Take the material delivery confirmationfrom unloading Point site engineers
Monitoring Day to day arrangement of Lorries for the branch to ensure business target. Maximizing customer
satisfaction matrices by providing pre & post information of transportation and the perfect delivery information of
material at site.
Checking Pod for notice like any remark damages material delivery, late delivery, loading unloading extra charge
whichwe have nottakenthe approval from the party

ACADEMICQUALIFICATION

Year Qualification Institution

2009 B.A DELHIUNIVERSITY

2008 10 +2 C.B.S.E.BOARD

2006 10th C.B.S.E. BOARD



SELF ASSESSMENT

NATURE: Dyna m ic , S tra ight forw a rd , C re ative , P ra ctic a l & Re sponsible .

STRENTH: To explore Personal Vision, Commitment to Team Work, Hard Work, Goal –
Oriented.

TECHNICAL SKILLS

● O pe ra ting S yste m & A pp lic a tion
● C om p uters – W indo w , M S O FFIC E (M S W ord, M S Exce l)
● W e ll ve rsed w ith E RP W o rking so lutio ns.
● Internet & E-M a il.
● O ne Y ea r Diplo m a In O ffice M a na gem e nt C om p ute r C o urse.

PERSONAL PROFILE

Name : SONIA SHARMA

Husband Name : Mr. Manish Chheepa

Date of Birth : 01. JAN. 1990

Gender : FEMALE.

Languages Known : English, Hindi.

Nationality : Indian.

Marital Status : MARRIED

Declaration

I hereby affirm that the information furnished above each true to best of my knowledge and belief. I
will provide any other information that will be required.



SONIA SHARMA


