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Career Objective: 

“Obtain a position as a team-player in a people-oriented organization where I can maximize my customer-service experience in a challenging environment to achieve the corporate goals.”

 Professional Experience:  
Company Name 
 : WNS – World Network Services(Outsourcing Company)
Designation
            : Sr. Customer Service Associate.
Experience              : 1st March 2005 till 10th October 2014
Responsibilities: - Played a very important role in the migration phase.


           Voluntarily worked on weekly offs

                                   Became the first checker in the process

                                   Made calls with the onshore client on behalf of the team.

Operations :-

· Dealing with Maturities & Transfers

· Verify all the necessary documents have been received before processing the task, if not request the same from the customer or Financial Adviser.

· Specialized in Transfers ie., from sending out the Transfer quotes to the clients to getting the amount transferred to the New provider on time.

· Comply with the set procedures and complete the task accordingly.

· Have also administered Group pension policies and was an expert on processing Bills, Regular premium increase, Single Premium Increase, Refund, Accounts Query, Scheme Leaver and other task.

· Floor Support, Quality Check

Training :-

· Trained and Mentored new team members on the process also helped as floor support.
· Provided training on Section 32 policies with regards to transfers.

· Completed various Learning & development trainings.

Audits :-

· Monitoring End to End on a daily basis 
Awards & Recognition : - 

· Gained recognition in the previous & current process.
· Received a High Level Appreciation from the Complaints team.
Company Name 
: Paras Commodities 

Designation
          : Office Assistant

Experience            : 1st November 2002 – 1st March 2005
Responsibilities:-  Handled all the office day to day activities single handed.  



Assisted new joiners in the work as well as took over the office routine work on 

                                    behalf of my Employers 



Had to discuss business with the Onshore clients.
Company Name 
: White Cloud Filter Pads Pvt. Ltd

Designation
           : Computer Operator Cum Clerk

Experience            : 1st April 1999 – 1st November 2002

Responsibilities:- From taking dictations to taking down the minutes of the meetings, been a part of  

                                  the Board of Directors meetings.

                                 Arranging meetings, tours & travel arrangements etc.
Educational Qualification :
· Master of Commerce from Pune University - 2003-04.
· Bachelor of Commerce from Pune University -2001-02        
Computer Knowledge :
· WordStar, Windows 98, 2000 – Word, Excel, Power Point & HTML
· Wintech Certified Solution Developer from Wintech Computers
Additional Qualification:

· Davar’s Secretarial Course – 1997 Davar’s College, Pune

· Typing  & Shorthand
Personal Details  

Date of Birth           
:-  25th March 1981
Marital Status        
:-  Unmarried

Languages Known
: -  English, Hindi
