Name: Mansi Mohan Goud	Mob: +91 8010288322
Email ID: mansigoud829@gmail.com	PUNE
Date of Birth: 29th March 1999	Maharashtra, India - 411011


CARRER OBJECTIVES-

To secure a suitable position leading toward a successful career by the utilization of my professional knowledge and eventually the successful realization of other organization objective.

ACADEMICS

	Course
	Qualification	Institute / University
	Year
	(%)

	B. Com


HSC


SSC
	T.Y. Pursuing	Swaraj College of Commerce, Pune


HSC	R. C. M. college Pune


SSC	St. Mira’s Girl School, Pune
	2025


2017


2015
	57.50%(SY)


50.92%


55.60%



   Professional Experience - 4 years

	Organization
	Experience
	Designation

	
Rohan Builders pvt ltd


	
Feb 2024– Till date
	
Front office and admin executive



	Role
	Front Office & Admin Executive

	[bookmark: _GoBack]Responsibilies
	· Greeting and welcoming guests and visitors.
· Maintaining all the customer visitor list and updating to the immediate manager.
· Answering queries and complaints. The front desk executive acts as a single point of contact in resolving all general queries and complaints.
· Monitoring office supplies and consumptions. The usage and stock of office stationeries and other items are handled by the
front desk executive.	
· Following Daily ROTA sheet and assigning customers to sales executive.








	Organization

	Experience
	Designation

	
Godrej Properties Pvt. Ltd, Pune
	
April 2022– January 2024
	
Front office and admin executive



	Role
	Front Office & Admin Executive

	Responsibilities
	· Greeting and welcoming guests and visitors.
· Updating daily EDGE (Everyday great execution) tracker of all
the 26 RM’s.
· Show the sample flat and site visit to all the customers.
· Maintaining all the customer visitor list and updating to the immediate manager.
· Answering queries and complaints. The front desk executive acts as a single point of contact in resolving all general queries and complaints.
· Monitoring office supplies and consumptions. The usage and stock of office stationeries and other items are handled by the
front desk executive.






CERTIFICATION

· Tally Erp 9
· Ms-Cit

INTERESTS
· Travelling
· Playing Cricket
