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PROFILE SUMMARY
· Capable of handling back-office operations and setting process with key focus on market research 
· Resourceful at maintaining relationship with clients to achieve quality product and service norms by resolving their service related critical issues 
· Deft in handling overall functioning of processes & implementing processes in line with the guidelines 
· Proficient in interacting with different departments for executing the sales of all equipment and enhancing the overall efficiency of the organization 
· Sound knowledge of handling the back-end operations and other general administration activities of the organization 
· Possess excellent interpersonal, communication and organizational skills 
· Knowledge in Ms Excel, Word 
KNOWLEDGE PREVIEW
· Proficient in smooth processing of all back-end operations 
· Internet search ability. 
· Creating spread sheet and presentations. 
· Capable of gathering / updating data to maintain departmental records and databases 
· Deft in coordinating activities as appropriate & preparing internal reports for management 
· Conversant in maintaining the TAT specified for the task as per quality for enhanced customer satisfaction level 
· Adept in interfacing with clients for understanding their requirements & suggesting the most viable solution and cultivating relations with them for customer retention 
EMPLOYMENT DETAILS
1. Since 2006, working with Revenuemed India Pvt.Ltd in Technopark as Operations Supervisor,(BANK OF AMERICA - US BASED) 

About Company: RevenueMed India Pvt. Ltd. is a captive business processing operation for Revenue Med, Inc. of Atlanta, USA. The firm operates from Technopark, providing a range of business processing services across the healthcare revenue cycle. 

Operations Supervisor(current designation) 
· Launches and closes the shifts without supervision and follows pre-defined SOP. 
· Supervise and manage all aspects of a shift to suit logistics, production, and other factors facilitating smooth operations. 
· Applies observation, problem solving and decision making skills to manage the shift effectively. 
· Plan leaves for the shift and self appropriately ahead so as no effect is cast on work. Have set continuity processes to negate unforeseen absences and ensure that appropriate / timely communication is made on the same. Hold staff accountable to attendance and timescales. Anticipate absences and be resourceful in planning when unexpected events arise. 
· Manages the process supervisors and ensures work flow optimization in terms of job prioritization, allocation, and client communication. 
· Reports the work status in a shift through an update mail to stake holders. 
· Ensures adherence to the company’s policies, standards and procedures in the shift. Reports and takes timely action on account of any deviation from the organization policy during the shift. 
· Co-ordinates people, product and resources effectively. 
2. Three years of experience in Travel Industry as a Reservation and Ticketing staff in UNIVERSAL TOURS AND TRAVELS (IATA). (RESERVATION- GALILEO),(2003 SEPTEMBER – 2006 May) 

Roles and responsibilities 
· Ticketing and fare quote (Domestic and International) 
· Tour arrangement (inbound) 
· Ticketing Sales executive (Banks, Insurance companies, Hotels etc) 
· Customer service 
· Receiving and directing visitors. 
EDUCATION
Travel and Tourism - City Vocational Higher Secondary School, Thiruvananthapuram - University of
Kerala - 1997-99
SSLC - St. Joseph’s Higher Secondary School, Thiruvananthapuram - University of Kerala - 1997
PROFESSIONAL SKILLS
Operating System: DOS, Windows
Diploma in IATA-UFTAA (2003)
Diploma in computer management (er& dci)
Type writing higher in English (30 w/p mn)
PERSONAL DETAILS
Date of Birth   : 14th January 1980
Sex
: Male
Nationality
: Indian
Religion
: Christian
Father
: J Stephen
Hobbies
: Playing musical instruments
	VISA status
	: Employment visa

	
	


