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Area of Expertise:

· Office procedure.
· Data management.
· Customer service.
· IT skills.
· Reception support.
· Filing / Archiving.
Professional Objectives:

· To enhance myself through self discipline readiness to accept responsibility & contribute with higher management satisfaction levels.
Career progression:
· Administrative Assistant – Feb 2010 to Jan 2011
· Senior Administrative Assistant – Feb 2011 to Oct 2014
Insurance/Banking Ltd., Mangalore, INDIA
Duties and Responsibilities:
· Recording, compiling, transcribing and distributing the minutes of meetings.

· Managed Insurance/Financial Planning office and provided Administrative support for multiple Senior Financial Planners.
· Monitored case load daily, to ensure accuracy of details and insure correct details upon completion/issue of policy or contract

· Managed case status to ensure all requirements for Life Insurance, Annuity and Securities business were satisfied and all information correct

· Provided high level of customer service, policy/contract maintenance via telephone and email, assisted clients with forms and obtained policy updates

· Managed high volumes of emails and telephone correspondence with clients, Insurance companies, Underwriters and Broker-Dealer

· Managed documents, created spreadsheets and generated weekly reports for case and commission status in Word and Excel

· Preparation of all reports for weekly staff meetings, including case updates, commission tracking and meeting minutes

· Maintained calendars for multiple Financial Advisors

· Answered and screened incoming calls, copying, typing correspondence, sorting and distributing mail, established and maintained files with sensitive client data.
· Center Coordinator - Jan 2009 to Jan 2010
ICAF  (Institute of Computer Accounts & Finance), Mangalore, INDIA
Duties and Responsibilities:

· Communicating daily with the staff team, planning work schedules and checking student  requirements;

· Dealing with student complaints, comments and enquiries; 

· Ensuring all events run smoothly;

· Taking responsibility for the recruitment, training, organization and monitoring of staff;

· Supervising maintenance;

· Achieving profit targets;

· Taking responsibility for the sales and marketing 

· Researching markets to identify new business;

· Day-to-day troubleshooting and addressing problems as they arise.

· Managing a Centre

· Preparing weekly or monthly report.

· Attending management meetings

· Taking advantage of business opportunities

· Performing administrative duties
· Customer Service Executive - April 2006 to Dec 2008
  Trident Freight LLC, Dubai, UAE
Duties and Responsibilities:

· To provide on a day to day basis a consistently high quality commercial distribution channel between the customer and the FSL Organization by distributing products and services of FSL in order to work for the success of our customer. 

· Maintaining customers focus on all times and answering to customer’s enquiries using the standard guidelines. 

· Taking ownership of complaint and queries and proactively following through to resolution. 

· Maintaining records through Efreight Suite of all transactions and interactions made with customers. 

· Ensuring that all customers’ queries are well-investigated and resolved, and escalating queries if appropriate to supervisor. 

· To provide general and support services on a local level when required, in line with the functional requirements of the FSL organization. 

· Perform various customer service activities, including upselling and handling new & existing accounts. 

· Handle client problems, answer general inquiries and complaints. 

· Maintain, grow, and build long term relationships with account portfolio via phone calls, emails, and job quality follow up. 

· Act as a liaison between clients and operations & other departments to ensure efficient service levels are delivered to the clients. 
· To check & raise invoices as per company objectives and ensure the same is delivered to the correct person within the delivery deadlines agreed. 
· Identifying and escalating consistent or recurring problems with the systems functionality. 
· Assisting management and Team Manger with any assigned special projects and providing backup to the team manager when required 
· Additional duties as assigned.
Academic Achievement:
· Secondary School Leaving Certificate (S.S.L.C) from Karnataka Regional Engineering College ( KREC) English Medium School in 1996.
· Pre University Certificate ( in Science) from Govinda dasa College Surathkal in 1998.
· Diploma in Electrical & Electronics from Karnataka Polytechnic, Mangalore, India in 2001.
Technical Skills:
· Proficient with MS Office. MS Access
· Knowledge of Hardware Installation & Configuration.
Personal Details:

Date of Birth


: 16 April 1980

Nationality


: Indian


Marital Status


: Married
Languages Known

: English, Hindi, Kannada & Tulu
Visa Status


: Husband Sponsorship
Strengths:
· Quick Learner, A self-motivated individual, Adaptable and self-Confident, Excellent interpersonal Skills, Ability to work in diverse areas,
Declaration:


I here by declare that all the above mentioned statements are true to the best of my knowledge and belief.
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