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Career Expertise
· Young, Energetic, Result Oriented and Dedicated Human Administrator Professional having total 3 years experience managing a full spectrum of Corporate Administration Resource programs, services and functions.

· Strong command of end to end Corporate functions and procedures, Clients dealing onshore, staff development initiatives driving corporate goal attainment. 

· Expert communicator able to resolve conflict and negotiate win-win outcomes.   

Professional Strength  

· Can achieve time bound targeted goals. Ability to work in multicultural environment.  Good organizational and Administrative skills.  Driven by positive motivation to produce best work results.

·  Excellent command over both verbal and written communication.  Team player with excellent interpersonal as well as good sales and negotiation skills.  

CAREER SNAPSHOT
Capita India Pvt. Ltd. 
· Working as Sr. Offshore Administrator  for Capita India Pvt. Ltd since 10th June 2011 to  26th Feb 2015.Taking care of UK collaboration Abbey Life  & Pensions Services  for UK and Ireland  client in terms of fund relationships, asset management etc.  

· Authorization of  funds and  payment of annuity amount to the clients as per their vesting  date of funds.  Administration of back office cheques and funds for Abbey Life Assurance Company Assurance Company (ALAC). Second Level authorization of Cheques, and regulations of Queues as per SLA’s.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.

· Confer with customers by telephone or in person in order to provide information about products and services, to take orders or cancel accounts, or to obtain details of complaints.
EDUCATION: 
Bachelor of Management Studies from Mumbai University. 

IT SKILLS: 

· Certification in MS OFFICE 2014

· MS Excel

· MS PowerPoint

· MS Word

· FoxPro 

· Logo Course

· WordStar.

· Data Base

· Tally Erp 9.0

Personal Details:
Nationality : Indian.
Marital Status : Single.

Visa Status : Visit Visa. 

Languages : English, Hindi, Konkani and Marathi.

Date of Birth: 22nd Feb 1993
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