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Gulfjobseeker CV No: 1346802

To interview this candidate call: 971505905010

Or email us back filled up Vacancy Form
http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc

SUMMARY

A highly focused and result oriented administrative assistant and customer service executive. Self-motivated
with successful track records in previous companies .Hard working energetic and multi task oriented. Over 2
years of experience in Customer service (Banking), specializing in Banking Back office work, queries, online
banking & trouble shooting.

Successful track record in managing and negotiating terms with Corporate accounts. Specialist in managing all
aspects of Bank loans and mortgages with proven expertise in structuring loans based on Customer Profiles.

Eighteen months of experience as an Assistant HR Manager in food processing company dealing with
employees HR

Work.

WORK EXPERIENCE

Hyper Direct Ltd - London, UK (February 2013-December 2014)
Administration Assistant

Job responsibilities included:

e Emails correspondence with respective customers
o Answering phone calls effectively
o Processing returns/faulty item queries

Al-Kabeer Group - Dubai, UAE (June 2012-November 2013)
Assistant HR Manager

Job responsibilities included:
e Maintain personal database of employees

Shortlisting and screening of prospective employees
Monthly reports of employee attendance, performance and other HR related activities

e Overseeing of increments, leave schedules, passport expiration, visa renewal, insurance, appraisal, etc.
e Organizing internal events
Wipro (Capital One Bank) — Mumbai, India (October 2008 — December 2010)

Senior Customer Service Representative
Activities Managed:

o Generating leads from sources, corporates and referrals

o Building key relation with clients and tailoring their loan requirements
Tracking and Logging of Issues with their Actions/Escalations
Auditing of Customer accounts

Introducing Customers to the Online Banking Portal

Verification of Credit Report Analysis

Complying with Dealer pre-requisites

Overseeing non-performing accounts
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o Providing awareness and consultation to Customers on the banking Rules & Regulations within their
respective State

o Adapting to the updates related to the Operating banks software and using it with changes done as and
when required to save time and meet business requirements

o Participated in regular meeting sessions with the Management to improve customer experiences and banks
software

e Conducting Training Sessions for new recruits and introducing them to the Banking system and processes

o Ability to think and plan to improve group performance.

o Excellent interpersonal and communication skills with flexible approach to work.

Job Responsibilities included:

Managing and overseeing verification of the Bank’s Account holder

Emails correspondence with respective departments to expedite banking process
Addressing Customer requests after necessary verification check

Manage investigation process of transactions disputed by customers and payment practices
Finalizing Insurance Premiums based on Customer records

Liaising with Dealers to complete loan formalities
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EDUCATION

B.M.S (Bachelors of Management Studies) — 62% Awarded (2005-2008)
Mumbai University - St. Andrews College — (Bandra Mumbai, India)

Diploma in Business Application (Advanced) (2005)
Aptech Computer Education — (Mumbai, India)

ACHIEVEMENTS & RECOGNITIONS

o Customer Excellence
o Accuracy in Data Management
o Exceeding Target in Average Handling Time

PERSONAL DETAILS
Nationality: Indian
Age: 28
Marital Status: Married
Visa Status: Visit Visa

Please feel free to contact any of my past employers, if you may find the need to do so. Contact information
will be furnished upon request.

Page 2 0f 2




