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Objective
To demonstrate my integrity at work with energy and enthusiasm to lead by building relationship, respect and teamwork while acquiring professional competence through relevant trainings and actual work experiences; thus, contributing to the attainment of the company’s vision and mission, goals and objectives.
Summary
Enthusiastic professional with extensive experience of 14 years in diverse Administrative and Consumer Banking Operations activities of various industries (including Front office management, Team Handling, Account Maintenance, ATM Maintenance, Auditing on Escheatment and Charge - off accounts)
Experience
Matrix Valet Parking & Security - UAE– (December 31, 2013 till date)
Designation: Secretary  & Office Coordinator
Nature of work:
· Coordinate for new business through telesales with Hotel Front Office Manager, F&B Manager, Event Management companies. 

· Effectively liaise with the Ministry of Labour, Immigration, and other Government departments as necessary to assist with work permits, trade license renewal, registrations etc. 

· Coordinating and sending proposals to clients and giving optimal customer service 

· Coordinating with operational wing to allocate valet attendees to various locations. 

· Assign work to employees and monitored all complaints and resolved it accordingly 

· Coordinate with the client in sending purchase orders, invoices and payments. 

· Coordinate with the client before the event date. 

· Assist with running errands at the bank by cashing cheque's and making payments as required. 

· Fulfill special requests for the office by helping with purchases, pick up etc. 

· Monitored staff and ensured sufficient staff for managing volume business. 

· Assist customer in directing them for appropriate valets and security guards for the event. 

· Tracking attendance sheet, tracking overtime wages and Liaising with finance department to finalize the payroll, contracts. 

· Maintained logs on all valet parked vehicles and reporting valet services and security services for the week and month to the client and the management. 

· Coordinating with DPS for assigning security to various location. 

JP Morgan Chase –Consumer Banking- India, Bangalore (January 2008 till May 2013)
Designation: Transaction Document & Research Specialist
Achievements:
· Ideation on Sub Process which helped in reduction in TAT, Customer Satisfaction and reduction in Escalation from Branch and frontline Executive. 

· Recognized from the Management and Partner Site for providing best Customer Satisfaction over SERVICE and Extra Miller Award 

· Received award on Service and Collaboration Value card 

Nature of Work:
· Research on requests sent through emails, faxes by Branch, Help Desk, National Payment Services (Charge-off account), Health Savings Account Settlements, Credit Card Settlements, and Mortgage Loan Acct Settlements and resolve cases by posting the adjustments and respond on each request. 

· Requesting credit through Financial Institution, Banks and Federal Reserve Bank. 

· Auditing on Escheatment and Charge - off accounts for an unclaimed funds, and final notification 

to the customers and financial institution.
• Opening New Savings Account, Commercial Accounts, Safe Deposit Accounts, Suspend the
Account Status, Fixing up of Interest rate on the account and Overdraft protection on the account. Handling customer queries via e-mail, faxes and different sources
ING Vysya Bank – Centralized Service Department (January 2003 till December 2007)
Designation: Finance & Administrative In-charge
Nature of work:
· Front Office duties like handling Calls, Greet Customers, Providing access cards to visitors, maintaining visitors log maintaining Vendors log. Receive and verify invoices and requisitions for goods and services. 

· Verify that transactions comply with financial policies and procedures. 

· Manage the weekly instruments run, Record all instruments, Prepare vendor instruments for mailing, 

· List vendor instruments in the log book, Prepare manual instruments as and when required. 

· Payroll Database which includes Calculate salaries and benefits, Verify pay amounts, hours of work, deductions, enter payroll information’s, verify access and signatures of employees, prepare and remit source deductions and payroll tax, maintaining attendance report of MAFOI Consultants. 

Datacomp Web Technologies Pvt Ltd (November 2000 to December 2002)
Designation: Administration, Tele-calling, Customer Service and Sales
· Coordinating Organizing training meetings and arranging of tickets Training, Team Meeting 

· Product Service, Trouble Shoot and fix up all the software issue through Calls with the help of Head Office Executive. 

Sealtite Dichtungs Pvt Ltd. (May 2000 to November 2000)
Designation: Administrative Executive and Front Office Executive
· All Front Office Duties, Maintain Employee Database, Opening Salary Account, Open ESI & PF Account, Correspondence sent to Vendors. Making payments to Vendors 

· Handle all the administrative activities of the company 

Education
	Level
	
	Certifying board
	Year
	

	
	
	
	
	

	Tally ERP 9.0
	
	Manipal Institute of Computer Education
	2013
	

	Personal Secretaryship Course
	
	The Career College
	2000
	

	(Bachelor of Commerce)
	
	Bangalore University
	
	

	Pre-University College
	
	Jyoti Nivas College
	1999
	

	Skills
	:  People Oriented, Communication, Customer First.

	IT Skills
	:  Tally ERP 9, MS Office Package (Word, Excel, Power Point),

	
	
	Pega, ECD mainframe, ATF
	
	

	Strengths
	:  Leadership Qualities, Ownership, Communication,

	
	
	Integrity, Influence, Innovation
	
	

	Personal details
	
	
	
	

	Date of birth
	: November 28, 1980
	
	

	Gender
	: Female
	
	

	Marital Status
	: Married
	
	

	Nationality
	: Indian
	
	

	Languages Known
	: English, Hindi, Malayalam, Kannada, Tamil & Telugu


