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	     PROFILE SUMMARY

MBA qualified professional with 8 years work experience within diversified industries. Strong exposure in Operations Management, Human Resource, Financial Services and developed expertise in Office Management. Displayed proficiency in working well under pressure, meeting deadlines, setting job priorities and multitasking. Well-organized, highly efficient and reliable team player who can bring to your business: professionalism, enthusiasm and out of the box thinking. Possess excellent communication, analytical, planning, negotiation, problem solving, time management, and IT skills. Aspiring to contribute and work actively as Office Manager within a forward thinking organization that will utilize expertise while furthering development opportunities.     



	STRENGTHS

	· Holds 8 years professional experience 
	· Competence in Office Management

	· Background in Recruitment & Staff handling 
	· Strong commitment to service excellence 

	· Tact to deal with multicultural personnel
	· Skilled in using various computer applications

	· Can work independently or within a team


	· On Visit visa with immediate availability

	EDUCATION

	

	Master of Business Administration (Finance), Guru Ghasidas University, Bilaspur, India


	

	Bachelor of Commerce, Guru Ghasidas University, Bilaspur, India

	 

	ACHIEVEMENTS

	

	· Consistently displayed resourcefulness and initiative in supporting employee needs in a high pressure environment with flexibility in working well in cross-functional teams.  
· Displayed integrity and strong work ethic in maintaining confidentiality in official records.  



	EXPERIENCE SNAPSHOT

	

	Office Manager (Financial Services)  
	Apr 2008 – Present

	Naman Financials & Consultancy, India

A consultancy firm engaged mainly into Financial Sector and HR Consultancy.  

 

	Credit Process Appraisal (Sanctioning)
	Jul 2006 – Mar 2008

	Absolute Consultancy Services, India
A company providing Back Office processes service to ICICI Housing Finance Company.
 

	Manager - Operations & HR
	Feb 2004 – May 2006

	Omega Call Center & Services Pvt. Ltd., India
An outbound telemarketing call centre for UK and US clients. It offers turnkey solutions for call centre firms, which includes training, recruitment, software, hardware, networking solutions.



	Assistant Manager - Training & HR
	Oct 2001 – Jan 2004

	Center Systems Ltd., Hyderabad, India

Provides call centre training and recruitment on behalf of its clients spread out in Hyderabad, Pune, Mumbai, Bangalore and Chennai.  



	AREAS OF EXPERTISE

	Administration & Operations
· Serve as point of contact on administration as well as personnel matters.  
· Gain knowledge of the organization set up and understanding of the company’s objectives. 

· Capable to give support in business administration and development, finance, and HR functions.

· Liaise with internal and external customers to exchange information, coordinate activities, and promptly resolve issues and concern.  

· Oversee the availability of all resources within the departments to ensure smooth flow of operation.

· Provide information to customers on company products or services; deal with clients and visitors.  

· Manage and keep confidentiality in all correspondences, company documents and reports.  

· Improve turn-around times by providing suggestions for improvements of procedures and controls.
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	PROVEN JOB ROLE

	Office Manager - Naman Financials & Consultancy
· Actively involved in all financial, business development and administrative affairs of the firm.

· Coordinating with various departments and following up with concerned authorities/ agencies. 

· Presenting periodic MIS reports related to administrative and operations departments.  

· Enhancing relationship values through regular client interaction.  
· Assisting in identifying problems and resolving disputes that enable timely payment; also resolving several billing errors and informing the concerned parties.  
· Taking part in Performance Management to forecast collections and budgetary process. 

· Ensuring timely payment collections by applying excellent tactical and negotiations skills.  


	Credit Process Appraisal, Sanctioning - Absolute Consultancy Services, India
· Conducted thorough credit assessment for loan applications; noted eligibility, income ratio and high value board remarks.  

· Worked cooperatively with internal and external parties such as Technical team and Risk Containment Unit Field Investigation to complete processing of the loan proposals.

· Ensured strict credit control is in place; also reviewed and monitored effectiveness of credit policies. 

· Performed reconciliations of payouts for all DSA and generated periodic MIS reports on processing quality and business quantum.

· Interacted with clients to achieve high customer satisfaction level and strengthen business relations.  


	Manager - Operations & HR - Omega Call Center & Services Pvt. Ltd

· Managed all activities concerning operations and human resource. 

· Responsible for quality monitoring, call barging, and assisting in sales negotiations; maintained and reviewed Dialer Reports, agent wise as well as product wise.

· Interfaced with clients to discuss concerns and to provide daily MIS reports.  

· Led recruitment activities and initiated selection process. Ensured agents are provided training and development in order to carry out their roles effectively and for Products & Process Orientation.

· Continuously conducted manpower planning and capacity review.  



	Assistant Manager - Training & HR - Center Systems Ltd.

· Supervised Training & Development and Recruitment activities. 

· Participated in creating an HR policy document for the company. 

· Appointed with additional responsibility of Franchise development for business development; accountable for appointing and developing Franchise thereby enabling new market penetration and continued business growth.  


	IT SKILLS

	Proficient in MS Office (Word, Excel, PowerPoint & Outlook), Internet & E-mail applications



	PERSONAL DETAILS

	

	Nationality
	:
	Indian

	Date of Birth
	:
	27th May 1973

	Marital Status
	:
	Married

	Visa Status
	:
	Visit Visa

	Languages
	:
	English & Hindi
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