Tarasha Upadhaya
2890 Brighton Blvd, Apt 324, Denver CO 80216• Phone 781-354-1611 • tarasha85@gmail.com

	Education

Master in Organizational Communications/Human Resource Management                                                            2012

Northeastern University, Boston, MA
Specializations: Total Compensation, Recruiting, Human Resource System Development, Employer Rights & Employee Obligations, Strategic Human Resource Management

Bachelor in Communication and Journalism                                                                                                                 2006

Rai University, New Delhi, India


	Work Experience


AETNA STUDENT HEALTH                                                                                                                    5/2008 – 02/2011
Cambridge, MA
Customer Service Representative

· Performed administrative and general office work including screening  up to 50 incoming calls per day for the entire floor, providing information and assistance as required, and connecting callers with desired parties
· Generated claims and letters of eligibility pertaining to travel, coverage, and customer entitlement
· Managed ID card generation via the company’s main frame system
· Maintained EXCEL worksheets for customer service and claims departments
· Maintained internal and external communication regarding letters, claims, and ID cards 
AU BON PAIN                                                                                                                                                  9/2007– 4/2008

Boston, MA                                           

Catering Call Center Representative

· Handled over 50 calls a day with prompt and efficiency in a fast-paced environment; answered price inquiries and customer complaints regarding Au Bon Pain Catering services both within and out of state
· Received orders by phone and communicated with chain of administrative staff within Au Bon Pain to ultimately place order with catering coordinator to deliver both within and out of state orders including last minute requests
· Maintained mandatory follow–ups with supervisor regarding prevention of customer errors and mailing price quotes to customers
Achievement: Learned to operate in a quick-paced, demanding environment while catering both to customer queries and complaints and meeting stringent goals set internally by the department
PUNJAB RESTAURANT                                                                                                                              5/2008 – 7/2010

Arlington
Hostess

· Took reservations over the phone

· Handled catering services

· Managed in house events with larger parties

· Prioritized customer satisfaction while handling customer complaints
· Operated cash register
Achievement: Accustomed to the working environment and culture in the United States and became familiar with local customer service standards

SERVING MINDS                                                                                                                                          7/2007 – 1/2008

Kathmandu, Nepal
Customer Service Specialist

· Making outbound calls and selling products on behalf of client companies

· Follow up on sales calls

· Work in teams on specialized assignments

· Report periodically with team leader; discuss and improve on shortcomings



	Skills

MS Word, MS Excel, MS Powerpoint.
	

	Personal

Languages: Fluent – English, Nepali, Hindi. Intermediate – Urdu.
Interests: travelling, cooking, listening to good music, meeting new people.
Ethnicity: Nepali

Citizenship: United States

	



