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Objective:
To persistently prove conductive for the organization working. Achieve a challenging position with my abilities and to grow along with the organization so that both the organization and as an individual I will also be benefited.
Key competencies:
· An 
active Team Player, I always believes in “Team Work works”.
· High level of admin skills and ability to complete work within set times.
· Ability to prioritise, planning, attention to details & organisation skills.
· Effective verbal and written communication skills.
· Trust worthy, hardworking, integrity and maintaining confidentiality.
Employment history in detail (In India and Dubai, UAE)

Standard Chartered Bank (Scope International) 
Jan 2013 to April 2015


Bangalore, India.
Senior Customer Service Executive  
· To provide quality customer service to customers who already have the bank Credit card or would like to apply for a new card.

· Providing details regarding features of the credit card, credit limit, information regarding usage of the card. 

· Assisting customers with the retail interest for cash withdrawal on the bases of the card processed by the customer. 

· Helping customers with details of applying for supplementary card or up gradation of the card or assisting customers with multi-card options.

· Assisting customer with cross-selling of the bank product and contributing in increasing the revenue of the bank.

WNS Global Services PVT Ltd. Bangalore, India.
Dec 2011 – Dec 2012
Customer Service Associate
· Worked as customer service associate for an UK process called Multi vehicle which deals with Insurance provider in UK.

· Provide Insurance Quotes to customers who are looking to get 12 months insurance.

· To try convincing the customer in taking up the insurance with Aviva which would be a potential sale for Aviva.

· Handling existing customers with their query and transferring the call to the concerned department.

One Stop Business Center (Dubai, UAE.)


Nov. 2006 to Jan.2008
Personal Assistant
· Handle and process all clients’ correspondence and complaint related services via telephone or emails.

· To interact directly with the existing and potential clients.

· Provide quality service via telephone.

· Being pro-active in assisting co-workers in specific activities pertaining to functions performed on day to day bases.

· Ensure that operational expenses are minimized and that resources are creatively and effectively utilized to maintain favourable cost.

· Ensure that client requirements and expectations are met and exceeded whenever possible.



America Online India Pvt. Ltd. Bangalore, India.
Jan. 2004 – Oct. 2006
Senior Quality Assurance Analyst       
· Monitoring of outsourced vendors calls (Located in India and US) which included both internal and international Call Centers of AOL.

· Compose written feedback that included recommendation for coaching and Improvements.

· Accurately input & Update daily findings into QA date exchange to assist with the tracking & trending of errors.

· Contribute to regularly scheduled calibration Sessions, review observations & recommend corrective actions. 

· Build and maintain strong professional relationships with other Departments within the organization.
· Provide written & verbal recommendation of Improvement to all necessary departments. 

· Assist with the Training of new hires & Cross training of existing staff for the Quality assurance Department, Department Reporting, Development and maintenance of written policies and procedures, Development of Automated Systems to improve the Quality Assurance Process. 

· Ensure security of all memos & documents that pertain to Customer Service Quality Management.

· Maintain a high level of Professionalism & integrity.

· Perform other duties as assigned by Management.

· Monitor outsourced vendors on calls & emails for telephone/communications skills, thoroughness, accuracy & customer interaction.
America Online India Pvt. Ltd. Bangalore, India.
Oct.2002 – Jan. 2004

Associate Customer Care Consultant
                         

· To start, as associate customer care consultant handling Calls in the Saves/Cancellation Department (also known as Retention).

· Providing billing Support, Technical Support & Product information.

· Continuous focus on Customer Satisfaction and never compromised on delivering the best of the Services.

· Achieving daily Sales Targets following market trends increasing market shares and staying ahead of the Competitors. 

· Vendor Development and promotional progress was a very crucial part of my job.

· Manage & oversee the progress of other Products in the Company.

· Manage effectively among all the offers in order to maintain maximum sales.

·  To handle all customers effectively & after sales services was handled on high priority basis as it helped us stay ahead of our competitors. 

· Attain targets with quality without compromising on margins.

· Have been recognized for receiving appreciation calls & member satisfaction reports from Customers & motivating others to do the same by the senior Management.
Education :
	 [

Educational qualification


	Year of Completion


	Result

	
	
	

	Bachelor of Arts (Graduation)    –   (H.E.S)
	2000 – 2001
	First Class

	M.E.S. College, Bangalore
	
	

	
	
	

	P.U.C ( H.E.S.P)
	
	

	Vidya Vardhaka College, Bangalore.
	1998 – 1999
	First Class

	
	
	

	ICSE
	
	

	Cluny Convent High School, Bangalore. 
	1996 – 1997
	First Class


 Professional Courses:

Personal Secretaries Diploma Course



May 2001 – October 2001 Course in EPABX









  
Career College, Bangalore.
Junior & Senior English Typing:




1998 – 1999
           Sharadambe Institute of Commerce, Bangalore 

Tally Course







2002

                     
Aptech, Bangalore
Computer Skills:

Computer Basics, M.S. Office (Word, Excel, Power Point)

Internet and E-mail Knowledge

The Career College, Bangalore.

Personal Details:

Date of birth


:
6th October 1979

Nationality


:
Indian

Husband’s Name

:
Laxmikanth Prabhu

Joining date availability
:
Immediate

Languages Known

:
English, Hindi, and Kannada& Konkani.
References:
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