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Aiming for assignments in Administrative/ Functions with Growth Oriented Organizations.
Synopsis

· A proven professional Admin/Receptionist with nearly 7 months of experience and as a process associate/quality control analyst with nearly 2 years  in associated firms.
· Ability to handle and execute multiple tasks. 

· Acquired profound Administrational Skills and Trained to operate advanced Computer systems. 

· An effective communicator with very good presentation skills & abilities to build and to lead a team. 
· Proactive, Enthusiastic, Passionate about assigned duties and a great team player
Career Progression



Jan' 13- Oct' 2014:
Envoy Mortgage India Pvt Ltd - Mangalore, India
Process Associate/Quality Control Analyst
Main Responsibilities:
· Auditing mortgage files that have completed Underwriting for Quality Check.
· Completing Quality Checks for Underwritten files

· Assisting associates, solving any process related questions 

· Updating Procedure Manuals for Different Categories of Mortgages

· Answering participant questions, as well as question participants to obtain full understanding of what information is being requested
· Document all calls with regards to participant inquires accurately using Call Tracking System
· Monitor Call Tracking for responses from administrative team so call returns are done in a timely fashion.
· Maintaining up-to-date record of process updates 

· Preparing question papers for process knowledge check and certification

· Training new hires
Mar’12 – Dec ' 12:
Shalimar Associates, Overseas Consultancy, Mangalore, India


Office Executive
Main Responsibilities:

·  Provide administrative support to ensure that operations are maintained in an effective, up to date and 

  accurate manner.

· Resolve administrative problems by coordinating, preparation of reports, analyzing data, and identifying solutions.
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management. 

· Administer all aspects of general office coordination.

· Maintain Company's Legal Documents, Staff Records, and Office Files.

· Stock Maintenance of Office Supplies and Stationeries.

· Perform data entry.
· Prepare, maintain and manage interview schedules and correspondences
Aug’10 – Feb ' 12:
Apex Institute of Management, Mangalore, India

Counsellor
Main Responsibilities:

· Offering group and individual counseling in Banks, Insurance sector.

· Handling queries of the customer regarding books, welcome letter and other related queries.

· Coordinating with other employees

· Preparing and maintain the sales Report on weekly and monthly basis

· Coordinating with Head Office

· Daily follow up with customer

· Marinating the Data Base

Technical Qualification:



· ADVANCED DIPLOMA PROGRAMME IN INFORMATION TECHNOLOGY [ BASIC IT, MS-WORD,MS-EXCEL, MS-POWER POINT,MS-ACCESS,HTML AND MULTIMEDIA]

Educational Credentials



· Bachelor in Arts (B.A) from Mangalore University, India.

· Pre University in Arts: from Mangalore university.
Personal Details



Date of Birth


- 11th August 1989
Languages Known

- English, Hindi and Kannada
Nationality


- Indian

Marital Status


- Single
Visa Status


- Visit Visa
