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	Summary  


To take up a challenging career which will enhance my talent, creativity, vision and determination. A strong communicator with excellent interpersonal skills and the knowledge of the product which provides me an opportunity to prove myself at my best & helps in attaining the organization goals.

	Skills


Areas Of Expertise
· Provide customer service online and on call.

· Accurate product knowledge 

· Verifying credit card information
· Verifying customer information for the payments processed for security purpose.

· Maintain team reports and updates in excel.

· To take up the challenge and work under pressure.

· Accurate typing speed and ability to work on different databases set by the clients
· Take the leadership in learning new and advanced responsibilities given by the clients
· Provide training for new joiners.

Personal

· Comprehensive problem solving abilities with a positive attitude.

· Willingness to learn new tasks. 

· Team facilitator.

· Proactive & self-motivating.

· Indulging in charity work and also being focused in carrying out the given responsibility.
· Knowledge of Microsoft Word, Excel and PowerPoint
	Professional Summary


Reputed Firm - From May 2005 to Oct 2014

Inphonic (2005-2007)

· Provide customer service online and on call for a cell phone sales process.

· Verifying credit card payments for new phone network provider connection orders.

· Verifying customer information for the payments processed for security purpose.

· Maintain team reports and updates on daily basis apart from routine job.

· Arrange group calls for orders processed with limited time of 24hrs.

· Set weekly team and individuals targets to meet and SLA consistently.

Project Howden (2007 – 2014)

· Currently worked for a UK Process which covers 90% of the newspapers in UK.
· Worked on Quark Express &Indesign in MAC and also on Mysql database.

· Editing pages as per client requirements and upload the edited pages in their database.

· Fitting the content in the columns as per template received from client.

· Uploading all the required information from the websites to the client database.

· Experienced in training new team members and handling the team.
	Academic


· Graduated as Bachelor of Arts from Mangalore University with a Major inEnglish -1999.
· Graduated from Roshni School of Social Work with specialization in Computer Application and Psychology and English major.
· Master of Arts in English Literature from Mysore Open University- 2002.
· Diploma in IATA/UFTA  - September 2004:  With 3 months training as Officer Customer Service at Air  India LTD, Mangalore

Personal Details
	Date of Birth
	19th July 1978

	Nationality
	Indian

	Marital Status
	Married

	Languages Known
	English, Hindi, Kannanda, Tulu, Konkani

	Visa Type
	Visit 



