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Procurement Specialist with career spanning 1.3 years
Client Delight | Competitive Bidding | team Leadership |Cross Functioning
Professional Summary:-
· Customer-focused and courteous Customer Service Supervisor has excellent interpersonal communication skills and the ability to lead customer service team.

· Has exceptional telephone skills and the ability to be the main contact person for team and customers.

· Responsible for reaching out to customers to collect payment for overdue bills, loans, or other payments.
· Over five years’ experience as a Senior Customer Relationship Associate in various departments of the organization.

· As leader of customer care department, has taken key role in improving customer experience through the following tactics: mentoring, directing, supervising overall functions and staff of customer service operation, handling top-notch professional support services, providing personal interaction, and resolving varied client inquires and complex issues.

· 5+ years of experience in leading and managing onsite and offshore teams. Handled multiple roles– Team lead and off shore Project Lead, Team coach and Payment Verifier.
· Helping customers find and apply for the right mortgage and making sure they are fully informed about what's available.
· Also, working on SAP (P2P) from last 1+ years and handling a Team of entire offshore.
· Experienced in SAP {T- Codes} to pull up a report which will help to track the late deliveries.
· Develop business process maps for new processes; train the team and also do peer reviews for new agents to maintain the performance in the team.
Objective:-
· Extensive experience in Procurement operations.

· Capable of coordinating and completing the assigned task to delight the clients.

· Successfully completed Special Past Due projects to meet client’s target.
· Ability to communicate effectively with a wide range of customers.

· Well equipped with the importance of data security and relevant legislation. 

Career History
Global E Procure 







(January 2014 to till Date)
Purchasing Specialist 

Responsibilities:

· Was a part of Symphony project were I was involved in SAP migration from (PRD to E1P).

· Working for different Plants of Kellogg North America. 

· Creating PO’s manually from the SAP system for all approved Stock and Non stock requisitions which consists of indirect materials, Services and Repairs. 

· Contacting the Plants for releasing the Requisitions when they are displayed as blocked or not released in SAP.

· Sending the Purchase order to vendors via sterling system via EDI- Electronic Data Interchange or a copy of Purchase order is sent when the vendors are not set up in Sterling.

· Working on different kinds of emails that come in with a request of Price and delivery date amendments, part # change, etc. 

· Maintaining price changes and Info record files in order to get the pricing approved and in order to get the Part # changed.

· Working on the Past due reports and follow up with the Plants and Suppliers for GR (Goods receipt) and IR (Invoice receipt) to be posted on the Purchase Orders.

· Resolving Blocked Invoice Report and taking care of the Price Blocks.

· Working on GR/IR report to maintain the three way match.

· Identifying the requisitions that should go for bidding and then getting it approved from the Plant Relationship Managers. 

· Follow up on unresolved request from Suppliers or plant.

· Verifying the requisitions and acknowledging the Vendor with the PO numbers as well as involved in Data Cleansing Project.

· Making changes on the existing PO’s using SAP system according to the vendor’s request and verifying the requisitions and getting in contact with the Vendors to acknowledge the PO numbers when created.

· Training new joinee on the MRO Process.
Sutherland Global Services, MUMBAI




    (Sep 2012 to Sep 2013)
Mortgage Consultant 
Responsibilities:
· Acting on the behalf of potential borrowers to get the best loan for their financial situation.

· Develop relationships with real estate agents and Deal with lending institutions.
· Include collecting personal information in a loan application, using it to assess a borrower's credit and financial history and explaining the loan process to the applicants.
· Use underwriting software to determine how much an applicant can afford to borrow and be 
able to pay back.

· Deal with multiple banks in order to broker the best loan amount and interest rate for the clients.

· Approve loans within specified limits, and refer loan applications outside those limits to management for approval.
· Meet with applicants to obtain information for loan applications and to answer questions about the process.
· Analyze applicants' financial status, credit, and property evaluations to determine feasibility of granting loans.

· Explain to customers the different types of loans and credit options that are available, as well as the terms of those services.
· Obtain and compile copies of loan applicants' credit histories, corporate financial statements, and other financials.

Zenta PVT. LTD., MUMBAI 





     (Dec 2007 – Sep 2012)
Senior Customer Relationship Associate 
Responsibilities:

· Records customer inquiries by documenting inquiry and response in customers' accounts.

· Responds to customer inquiries by understanding inquiry; reviewing previous inquiries and responses; gathering and researching information; assembling and forwarding information; verifying customer's understanding of information and answer.
· Solved all major customer problems/queries that subordinates were not able to solve earlier.

· Trained and supervised customer service professionals to ensure optimum satisfaction of clients.

· Exceed targeted results in customer retention, client expectations, sales and support service as well as other customer service goals.

· Designed quality control program and implement standards to coach employees toward high performance and success.

· Assisted the department involved and top level management in solving severe issues which may have been produced due to firm’s services or products.

· Assisted and advised customers regarding usage and benefits of organization’s products and/or services.

· Communicated with customers to receive their valuable feedbacks and suggestions for improvement in firm’s products/services.

· Provided customers with on-the-spot solutions and, when necessary, refunds when dis-satisfied with firm’s services.

· Documented and maintained reports related to discussions and feedback provided by customer and presented reports to appropriate department to enable further improvement in products/services.

· Collection calls and/or correspondence in a fast paced goal oriented collections department.

· Providing customer service regarding collection issues, process customer refunds, process and review account adjustments, resolve client discrepancies and short payments. Responsible for monitoring and maintaining assigned accounts- Customer calls, account adjustments, small balance write off, customer reconciliations and processing credit memos.

· Accountable for reducing delinquency for assigned accounts.

· Perform other assigned tasks and duties necessary to support the Accounts Receivable Department.

· Enlist the efforts of senior management when necessary to accelerate the collection process.

Skills
· 5 years High Volume corporate Collections experience.

· Top Collector and excellent negotiation skills.

· Knowledge of Billing and Collections procedures.
· Accounts Receivable knowledge/experience a plus.
· Strong attention to detail, goal oriented.
· Commitment to excellent customer service.
· Excellent written and verbal communication abilities.
· Ability to prioritize and manage multiple responsibilities.
Achievements:
· Appreciated by Operations Head for the performance in Operations Excellence II.

· Selected by Operations Head for Special Assignments.

· Been top collector among offshore and onshore.

Education

· Bachelor of Commerce, Mumbai University (2011)
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