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Summary of Profile  
 Highly capable Professional, with a very strong organizational skill & able to supervise and support staff effectively. Strengths include organizational management, staff development and communication skills. Maintain a proactive approach in problem solving. Computer skills include good working knowledge of computer and internet application.  

Objectives  
To get placed and work in a reputed and esteemed organization, which provides me progressive growth and ample experience. I would like to associate with an organization where productivity and honesty has been equally rewarded. I want to utilize my talents and technical skills for the betterment of my company and help myself build up a career which promises me liberal opportunities for growth and self-satisfaction.   
Academic Credentials:

· B.Sc. (Bachelor of Science) from Dr B.R. Ambedkar University, Agra, India in 1998.
· MBA (Human Resource Management) from Indira Gandhi Open University (IGNOU) in April 2007
· PGDIM (Post Graduate Diploma in Management) from Indira Gandhi Open University (IGNOU) in June 2006
Computer Software skills:

ADST (Advance Diploma in Software Technology) from UPTRON ACL, India in June 2000.
· Windows 98/2000/XP, MS-Office, Internet, Maintain the basic trouble shooting.
Technical Skills:

· Experienced PC User Familiar with MS Word, MS Excel, and MS Outlook.

· Well versed with Browsing software’s.

· Familiar with Computer keyboard and have good typing speed.
· Drafting letters & Memos.
Career Synopsis: 9 and ½ Years Working Experience
· Lastly associate with HDFC Bank Ltd (Representative Office) in Dubai, as Receptionist and Customer Service Executive.
· Prior to that I was with Strategic Marketing Services L.L.C. (FMCG Company) in Dubai, as a Sales Coordinator.

· Worked in Taurus Global Management Services Private Ltd, India as a Customer Care Executive.

· Worked in Escotel Mobile Communication Ltd, India as a Customer Service and Sales Officer.
Employment Scan: 

UAE Experience
Organization                : HDFC Bank Ltd. Po Box 64546, Dubai
Duration                           : From 1 June 2011 until Sep 30, 2014 (more than 3 Years)

Designation                      : Receptionist & Customer Service Executive
Responsibilities            : 
· Greeted, assisted and directed all walk in clients. 
· Received, directed and passed on telephone, fax, and messages to concern department.
· Directed the employees, guests and general public to the right staff member
· Maintained a sufficient record of office supplies and stationary.
· To attend the clients over the phone or via email and provide them required banking related information. Also cross selling banking products like NRE/ NRO a/c, fixed deposits and Insurance etc.
· Raising queries and following up with the Central Processing Unit in India for resolution.

· Assisting the representatives and RM’s for system related queries.
· Provide information related to balance and other details of the client’s bank accounts.

· Maintain a record of walk-in clients and incoming calls queries.

· Ensure that calls logged correspond to calls received (number of calls) on a daily basis.
· Own the resolution of customer queries by responding to their requests at the first instance using bank’s system available. This includes resolving request for balances and statements by using Flexcube system. 

· Logging on to back-office systems to track the progress on issuance of customer deliverables such as ATM cards, cheque books and credit cards etc. 
· Update customer demographics (e.g. address details, contact numbers) within strict guidelines set out in the bank’s process.

· Ensure that number of calls answered, the time-to-answer and other performance metrics confirm to the bank’s standards and determined from time to time.

· Receive enquiries from Support staff and provide assistance to resolve their queries, and coach the staff on how to resolve such queries in future.  

· To stay updated with any new scheme or offer launched on the banking products and share this information with the clients.
· To work in coordination with the other staff members at the bank. 

Organization           : Strategic Marketing Services L.L.C. (FMCG Company) Po Box 62996, Dubai

                                    UAE.

 Duration                  : September 2010 to May 2011. (8 month Exp)

Designation                :  Sales Coordinator

Job Profile                 :
· Job functions were to Branding of products (Making value chain, labeling design of Products and marketing of product) and also follow up of all sales.    
· Coordinating with clients and suppliers.
· Handling documentation work.

· Handling Petty cash and assisting the account department in Debt collections.

· Itinerary Management-Making travelling arrangements/Hotel bookings as per the needs of management and staff.

· Submitting daily sales report.

· Promoting and upgrading company’s image by providing excellent sales service to the clients.

· Provided all arrangements to attend (Feb 27 to March 2, 2011) Gulfood exhibition at World Trade Center.

India Experience
Organization                     : M/s Taurus Global Management Services Pvt Ltd, Agra, India
                                             (Franchisee of ICICI Bank
Duration

       : From August 2003 to September 2005 (2 yrs and 1 month Exp.)

Designation                       : Customer Care Executive 

Job Profile                            : Job function was to exchange foreign currency and Travellers cheques of                              customers and attending to their queries related to FOREX, if any

Organization                    : M/s. Escotel Mobile Communication Ltd, Agra

Duration
                  : September 1999 to February 2003 (3 yrs and 6 month Exp)


Designation                     : Customer Care Executive


Job Profile                          : Job function was to attend queries and complaints of customer’s related bills and                       signal problem, collecting bill payments and making reminder call for bill payment.

Skills:
· A quick learner, analytical and detail conscious with a commitment to excellence.
· Have the ability to work effectively in fast -paced environment.
· An effective communicator with strong analytical skills and effective people management & leadership abilities.
· Able to plan and prioritize workload with minimum supervisory input.  
· Able to work in a team to solve problems and resolves issues in an amicable manner.
· Completion of given tasks and targets with professional and creative approach.
· Proven competency, analytical abilities and smart working qualities.
· Comfortable interacting with both customers and team members.
· An understanding of confidentiality issues and the use of discretion.
· Able to maintain a positive and enthusiastic work ethic.
Achievement

· Received Appreciation Letters from customers for efficient service provided to them.

Personal Dossier:
Date of Birth                :  13th July, 1978
Marital Status              :  Married
Languages                    :  English, Hindi, Urdu (Fluent) 
Visa Status                   : Husband sponsorship

References will be provided upon request.
Declaration:
I hereby declare that all the information given above its true to best of my knowledge and belief. 
Yours Sincerely









