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Professional Summary

· Decisive, energetic, focused team player who leads high-performing teams through implementing change and improvements.

· Achievement oriented with excellent people management skills and an ability to manage change with ease.


· Strong communication, interpersonal, learning and organizing skills matched with the ability to manage stress, time and people effectively.

· Excellent at managing resources in a dynamic environment, successfully completing tasks on a timely basis, while managing through changing requirements and priorities.

Presently looking for a suitable position in an exciting, fast-paced working environment where a culture of mutual respect and teamwork exists.

Core Qualifications

· Account Management

· Accounts Payable/Receivable

· Client Relations

· Payroll

· Preparing cheque payments

· Time management reports

· Computer Proficient

· Creative Problem Solving

· Credit and Collections

· CRM Systems

· Customer Needs Assessment

· Customer Satisfaction

· Multi-Task Management

· Reporting

· Statement Billings

· Results-oriented

· Operations management

· Client-focused

· Microsoft Excel

· Quick learner

· Computer proficient

· Microsoft Office

· File/records maintenance

· Reports generation and analysis

· Financial records and processing

· Training and development

· Change management

Experience

Associate Operations







   Dec 2012 to Sep 2014

Fidelity Investments 







   Bangalore, Karnataka

Job Profile: At the core of the job is handling Retirement initiation request. Research and respond quickly to all client issues, adhering to accuracy, completeness and timelines. Work closely with Calculation Evaluators, Employee Resolution Group and other Operational Groups to get updates made to the process and seek support for queries. Supporting Team and managing good relation with onshore partners and client CSA/CSM to understand the updates, issues and educate the same to team.

Duties:

· Responsible for data quality, accuracy, timeliness and completeness.
· Extensive knowledge of specialist financial software, databases and spreadsheets.
· Assisting Senior Specialist and Team leader with research on application enhancement cases, daily report analysis.

· Formal documentation of research and findings, issues, subject matter and procedures. 

· Identifying strengths and weakness of various team members & providing constant feedback to ensure there effective development.

· Work closely with U.S partners, to ensure smooth transaction for process or any procedural updates.

· Pulling out daily production reports using various applications available in the databases.

· Root cause analysis & resolution of real time partners and client queries on process level and subject matter and assisting team members in query.

· Helping to train new staff and mentor them.

· Able to develop and maintain excellent working relationships with clients.

· Knowledge of banking, finance, business administration, and other relevant disciplines.
Personal:

· Able to handle a high-level of responsibility.

· Tackling issues and problems in a practical and logical manner.

· Comfortable working in a busy entrepreneurial environment.

· Can work under pressure to meet tight deadlines.

· Flexible in working hours and willing to travel.

· Quickly understanding and interpret complex financial situations and issues.

Achievements 

· Earned ‘ZD Awards’ for achieving zero defects in our process with 90% of productivity and speed of execution. 

· Raise and Toast Award: In the appreciation for my 100% to quality of client AT&T, customer service, quality, operational efficiency and associate development. 

· Eureka implementation for quick and smart work.
Technical Skills

· Achieve a challenging position in the area of SAP FICO ECC 6.00

· Microsoft Office (Word, Excel, PowerPoint and MS-Access)

Education

Bachelor in Commerce: (Finance) from Al-Ameen Art, Science and Commerce College Bangalore, 2012

PUC: (HEBA) from Al-Ameen Art, Science and Commerce College Bangalore, 2009

High School from K.E & C.S Bangalore, 2007











Personal Information
Date of Birth: 18 of Jan, 1990

Present Resident in Dubai, U.A.E

Status: Single

Languages Known: English, Hindi, Kannada and Urdu
Nationality: Indian

Visa Status: Tourist 


