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PERSONAL SUMMARY
An adaptable, resourceful, and enthusiastic B.com graduate who has extensive experience in administration. I’m a quick learner who can absorb new ideas and is experienced in coordinating, planning and organising a wide range of business administrative activities. A well organised and an excellent team player with strong computer skills, especially in Microsoft office suite, and has experience of data entry, matching invoices, reconciling statements, and assisting with the weekly reports.
Currently looking for a career advancement opportunity in `a reputable and ambitious company
WORK EXPERIENCE
K2K Infrastructure India Pvt Ltd- Bangalore, India

STORE KEEPER




Feb 2014 – Jan 2015
Duties:
· Requisition, receive, stock and issue materials, supplies, tools, parts and equipment utilizing a computer purchasing and inventory control system.
· Making sure that all inventory processes are completed on the same day.
· Fills supply requisitions; assists buyer to order adequate merchandise and supplies; delivers orders to faculty and staff.
· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.
· Ships cancelled and damaged items back to vendors as appropriate.
· Handles and documents storage and transportation of hazardous materials.
· Maintains the warehouse, records area and stores area in a neat and orderly manner.
· Build and maintain positive working relationships with co-workers, other agency employees and the public using principles of good customer service. 
· Perform related duties as assigned.
· Accurately updating all data into computer and manual recording systems.
Hinduja Global Solutions– Bangalore, India
PROCESS DEVELOPER

Mar 2011 – Jan 2014
Being the first point of contact for customers and clients, was responsible for providing them with the highest service standards to ensure the company has a good reputation and good feedback is received.
Duties:
· Handling queries and providing resolution through email;

· Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services;

· Gather customer’s information and determine the issue by evaluating and analyzing the symptoms;

· Redirect problems to appropriate resource;

· Follow standard processes and procedures;

· Generating daily, weekly & monthly reports;

· Responsible for maintaining various trackers such as Request received, Client feedback, Quality etc.

· Handling escalations from client, in particular to production and quality.

· Achieve the team targets with in specified time.



Bright Point India Pvt ltd., Bangalore, India
CUSTOMER SERVICE EXECUTIVE
Nov 2006 – Dec 2010
Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the office
Duties:

· Dealing with customer enquiries by telephone, email or face to face. 
· Ensuring that a customer’s problem is brought to a satisfactory conclusion. 
· Collecting and analysing data to monitor the level of customer service. 
· Completing all administrative tasks and updating records. 
· Occasionally having to work in the company call centre. 
· Using Word & Excel to write reports and create invoices. 
· Stay current with system information, changes and updates.
Silicon Motors, Bangalore, India
DEALER MANAGAMENT SYSTEM OPERATOR
Aug 2003- Oct 2006
Duties:

· Updating Customer details according to vehicle purchased.
· Creating Job Sheets as per customer queries related to vehicle problems.

· Effectively handling customer disputes & complaints.
· Resolving customer queries and effectively handling customer disputes & complaints. 
· Generating daily, weekly & monthly reports
· Training new recruits on our daily activities;
KEY SKILLS AND COMPETENCIES
· Strong organizational, administrative and time management skills. 

· Comprehensive knowledge of Microsoft Word, Outlook, Excel and Access.
· Ability to produce consistently accurate work even whilst under pressure. 

· Excellent presentation, interpersonal & communications skills - both written & oral. 

· Excellent telephone manner and customer care skills. 

· Ability to maintain confidentiality 

· Ability to type at least 30+ wpm. 
      �











DOB: 06/07/1982


Nationality: Indian


Visa- Visit (Valid up to march 2015)








PERSONAL SKILLS





Time management


Proactive and assertive


Flexible & approachable


Decision making  


Problem solving 


Highly Organized








AREAS OF EXPERTISE





Administrative support


Advanced Accounting 


Data Entry management











ACADEMIC QUALIFICATIONS





Bachelor of Commerce (B.Com) 





Techno Global University, Shillong, Meghalaya 


India 2009-2012











SSLC (10th STD)


Seventh Day Adventist High School, Mysore, 


Karnataka, India











PROFESSIONAL





Microsoft Office Suite


A+ Certification (Hardware)























