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RESUME

Areas of Expertise

	· Customer Service Management

· Complaint Handling & Resolution

· Retail Operations Management
	· CustomerSatisfaction Enhancement 

· Front-End Supervision

· Sales & Margin Improvement
	· Teambuilding & Training
· Cost-Reduction Strategies

· Order Fulfillment


WORK PROFICIENCY:

Client:

International School (Dubai)
Position:
Senior Customer Care Executive & Operation Executive
JOB RESPONSBILTY:
· Excel in listening to customer needs, articulating product benefits and creating solutions that provide value to the customer. 

· Respond to telephone inquiries, providing quality service to customers and associates inquiring about the availability of products or status of orders.

· Listen attentively to caller needs to ensure a positive customer experience.

· Access electronic and paper cataloging systems to look up product information and availability.

· Strive for quick complaint resolution; commended by supervisor for the ability to resolve problems on the first call and avoid escalation of issues. Excel within a service-oriented company, demonstrating a talent for communicating effectively with customers from diverse backgrounds.
· Ensured customers were satisfied with every part of the flooring experience, from initial greeting through order completion.

· Recommended solutions within customer budgets and proactively followed up with all leads.

· Manage front-end operations to ensure friendly and efficient transactions at checkout
· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new students. Established strong relationships to gain support and effectively achieve results. 

· Direct report to Principal – 5+ co staff in front end department as well as 10 Academic supervisors report to me.(55 teachers, 1500 School Students)

Preparation & Analysis of Reports/Data Base & Allied duties 

· Preparation of weekly / monthly reports & analyzing and presenting the reports to the department head for preparation of Action Plan.
Period:  From OCT’ 2011 – Present
WORK PROFICIENCY
TATA Consultancy Services., 

At TCS, it means achieving real business results that allow you to transform, and not just maintain, your operations. Our outsourcings bring you a level of certainty that no other competitor can match. You'll experience requirements that are met on-time, within budget, and with high quality; greater efficiency and responsiveness to your business.

About Whit Cap’s Inc (USA)
White Cap’s company mission is to be the number one specialty construction supplier in the markets. We endeavor to provide superior customer satisfaction through the combination of the best service, product selection and price. 

White cap Construction Supply makes it easier to do business by offering hardware, tools and materials for residential, industrial, concrete, waterproofing and tilt-up contractor.

Position:
Senior Processor (Backend Operation for Retail Industry)
____________________________________________________________________________________

Areas of Expertise

	· Accounts Payable Processes & Management

· Invoices/Expense Reports/Payment Transactions

· Corporate Accounting & Bookkeeping

· GAAP Standards & Government Regulations


	· ERP, EDI & Financial System Technologies

· Records Organization & Management

· Journal Entries & General Ledger

· Teambuilding & Staff Supervision


JOB RESPONSBILTY:

· Indexing the invoicing from the Workflow.

· Payment Approval for White Cap Invoices.
· Review MAS to confirm payment of invoice.

· Review Prism or intranet for PO inquiry.

· Follow-up with branch for exception invoice.

· Interact with the clients and branch office through mail regarding queries.

· Performining AP Monthly Open and Close activities.

· Updating Prism for price change and other Changes through mail Confirmation from branch.
· Reassign the invoice if the invoice has Split through mail Confirmation form branch.
· Productivity 70 invoice per day with Accuracy 98%.
· Preparing daily metrics, weekly and monthly report.
· Managed the accurate and timely processing of up to 20,000 invoices per month for large, multi-site organizations. Assessed and closed A/P sub-ledger on a monthly basis, validated content and resolved various issues.
Period:  From OCT’ 2007 -- AUG 2011









Standard Chartered Scope International:
(Backend Operations of Standard Chartered Bank)
Scope International, the wholly owned subsidiary of Standard Chartered Bank, UK, began operations in 2001. Scope has moved ahead from being a cost-effective venture for the Group to becoming an integral part of its operations. Scope handles a wide range of value-added and complex services from Banking Operations to supporting global HR processes, Finance and Accounting services,

Client:

Standard Chartered Bank (Payment for Gulf Investigation)

Position:
Senior Processor (Backend Operation)



JOB RESPONSBILTY:

· Reconciliation of Entry for Gulf Countries like UAE, Oman, Qatar, Bahrain,
· Monitoring of outstanding entries with regular follow-ups with the correspondent banks.

· Investigation of open items and resolving the same as no entries are to be outstanding for more than 10 days.

· Interact with the clients and branch office through mail regarding queries.

· Preparing daily matrix and monthly report.

Period : From JAN’ 2006 -- JUN’2007
M/S. Computer Age management Services Pvt. Ltd, Chennai. (CAMS)

CAMS, a HDFC group company with ISO9000:2000 certification is the registrar and transfer  agent for leading mutual funds in India and abroad.  The company is also involved in back office transaction processing and customer services.

Client:

Alliance Capital Mutual Fund
Position:
Middle level Officer (Backend Operation and Customer Care Executive)
JOB RESPONSBILTY:

· Responsible for handling the Customer Service Role needed in the  transctions process.  
· Complete handling of transcation records and Coordinate with Asset Management Company and Investore Service Centers.
· Responsible for Maintaining Corporate documents. .

· Responsible for Complete report generation on daily, weekly and monthly 

· Coordinate with Asset Management Company and Investor Service Centers.

Period : From Mar’ 2004 -- Dec’ 2005  

Academic Credentials: 

Examination         
Board/University         

Year of Passing       

Percentage

MBA                        Loyala & Pondicherry Unist


2003


     53%   

B Com                      Mardas University



1999                

     52%   

XIISTD

        Tamil Nadu state Board         

1996


    78%


First Flight Couriers,

Duration    :  1 month
Project Description   : The project was done on the basis of knowing how the company performs and to find out the strengths and weakness of the company and to give business solutions online and effective implementation of budgeting system

Computer Skills: APTECH Computer Education Ltd (2 years Program)
Operating System: Windows 9X / XP / 2000 / Vista, Windows 7 & 10

Automation Tools: MS OFFICE (2003, 2007 and 2010) – Excel / PowerPoint / Word.

Trained Soft Skills:

· Presentation & Analytical skills                                                • Co-ordination / Motivation                                     
· Conference call handling skills                                                • Client interfacing skills
· Team handling & Leadership Skills                                          • Stress Management
· Problem solving and decision making skills                             • Corporate Personality                

Personal Strengths: 

· Adapt at Multi-disciplinary Jobs and highly motivated to work as a team Player.

· Ability to analyze a situation from different perspectives

· Smart working and Ability to create synergies in team activities

· Self motivated, Flexible, Committed and Consistent

· Ability to learn New Technology quickly and a Quick learner

· Positive approach, Strong Personality & Proactive ability to work on own initiatives
· Disciplined, Straight forward, honest & ability to work sincerely

Personal Details:

GENDER



:  
Male

MARTIAL STATUS

             :  
Married
NATIONALITY



:  
Indian

LANGUAGES KNOWN
            

:  
English, Hindi, Tamil

Date of Bith



:
17th July 1978
I here by declare that the information mentioned above is true to best of my knowledge and belief.






Yours faithfully

PLACE
:  Sharjah
DATE
:   
  









