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To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
Date of Birth: April 21, 1974
Key Skills
Office Administration, Managing Daily Operations, Independent Handling of MI
Analysis/Reporting & Customer Support
Total Years of Experience :  15.50 years
Location Preference:
Anywhere
Objective
A suitable position in Office Administration / Management, Business Analysis / Customer Support / Technical Support
Desired Job Type
Permanent
Desired Employment Status
Full Time
Work Experience
· Working as Executive Secretary for Dutco Balfour Beatty LLC., Dubai, UAE. Job responsibilities include Basic Office Administration, Assisting the Project Manager in Managing Daily Operations, Scheduling & Organizing Meetings, Staffing, Internal & External Correspondence, handling customer queries & complaints, etc. 
· Worked as Manager Operations for Securewrap India Pvt Ltd (Baggage Protection Services), at IGI International Airport, New Delhi from June 2013 to March 2014. Job responsibilities include managing daily operations, recruitment of staff, designing & implementation of Revenue Development strategies, handling customer queries & complaints. Presently handling team of 40 employees including Assistant Managers & Supervisors apart from CSR’s. 
· Worked as MIS Executive (Phones) for HSBC Data Processing India from November 2005 to May 2012. Job responsibilities include answering customer queries regarding their loan accounts with HSBC & allied group of companies based in the United States. Moved laterally into the MIS department in August 2007. Apart from taking calls I was given an additional responsibility of generating employee reports (350-400 Employees) on daily work using the EWFM software. Preparing presentations on the collated data on a monthly basis that is sent to the senior management group is also another responsibility. Have Won the prestigious Quality Excellence Award for my Six Sigma Yellow Belt Project on Optimizing Resources for the year 2008. 
· Worked as Senior Support Executive with Medikin.com from December 2004 to November 2005. Providing guidance & solving any issues related to support to the customers / clients (mostly in the US / Night Shifts). Testing the ASP from time to time, suggesting and coordinating with the development team in implementing new features / services for the clients. 
· Worked as EDP Executive & Public Relations Officer at Sitaram Radhakishan (The only C&FA in Madhya Pradesh for Picric Limited), Indore Period: Apr 1998 - to Jan 2004. Job Responsibilities include Planning & Deployment of Market 
Research Operations to Promote the Products by Developing & Employing Strategies & Schemes as deduced from the Market Research, Data Maintenance, Correspondence, Appointment of Sub-Distributors within the territory and solving their problems, Reporting to the Head Office.
· Worked as PRO at M/s. Anand Enterprises (C&F-Kriti Industries Ltd & S.M. Dyechem Ltd.), Indore Period: Jan-1996 - March 1998 Job Responsibilities Include Guiding Marketing Staff in Institutional Sales & Promotion of Products by employing Company’s Strategies & Schemes by way of creating Presentations and slide shows, etc., Data Maintenance, Generation & submission of Reports, Correspondence. 
· Worked as Tele Marketing Executive at M/s. Docodeal & Associates, Indore (Dealer: Modi Xerox & Reliance Telecom) Period: June 1993 - Dec 1995 Job Responsibilities Include Marketing the Products of the companies through TeleCalling, Maintain Customer database, Correspondence, Generation & Submission of Reports. 
Education
· Oracle 7.2 with D2k (Scorpio Informatics, Indore, 1998) 
· Diploma in Computer Applications (Ontrack Information Technologies, Hyderabad, 1991) 
· Cleared 10+2 from National Open School, Hyderabad 
· Cleared S.S.C from Bharatiya Vidya Bhawans, Hyderabad (C.B.S.E) 
Other Qualification(s) / Certification(s) / Programme(s) attended
· www.brainbench.com Certifications 
IT Skills
Skill Type
Proficiency / Experience
OS (Win 9x, XP)
Expert / 11.5
TASP
Proficient / 0.6
Front End : Win 9x, XP
Back End : Linux
Extra Curricular Activities : Am an active Fire & First Aid Marshall and a Sports Committee Member at HSBC for the last 2 years. Have been an active Member of the School & College Cultural Activities Group & have represented the School at District Level Sports Meet.
Language Fluency : English / Hindi / Telugu
Willingness to Travel / Relocate : Extensive / Any where in India
Skills/Experience:
Strong analytical, statistical and data mining skills to study trends, make projections and to interpret numeric information
· Created & maintained various productivity reports for the process & presented the same to the Management 

· Automated reports like the Sales Report, ICC Stats, Sales Discrepancies, etc., to collate data from various sources 

· Initiated occupancy & shrinkage tracker and maintained same which helped track one of the important PLA of the process. 

· Created annual leave tracker for projection & tracking of leaves throughout the year. This custom tracker was rolled out to all the process under the VP area for CCP. 

· Initiated Real Time Adherence & provided access for the RTA application to all AMO’s of the process to track the agent activity. 

· Assisted IT team in implementing the EQB program (e-Quality Balance) across the floor. 

· Successfully implemented e-Work Force Management. 

· Successfully completed a Six Sigma Yellow Belt Project on “Optimization of Resources” based on e-Work Force Management (which helped me win the prestigious “Quality Excellence Award for the year 2008. 

Intelligent, conscientious, motivated, with a positive attitude, and a desire to learn
· Being the first to be selected as an MI Executive for CCP, I was quick to grasp the intricacies of the Business &was able to deliver the reports in the required formats. 

· My belief that only a motivated person can motivate others has helped me remain motivated on every front of my job. 

· Setting a goal for self improvement &the desire to learn from previous mistakes makes me a positive thinker. 

Good Communication skills – written and verbal in order to communicated across all levels
· My job as a CSE involved speaking to US-used customers including servicing and up-selling service enhancement products. 

· Able to reason and negotiate with customers on the phone in order to provide the best possible solution in a given situation. 

· Ability to handle emotional/Irate customers is an essential part of current position. 

· As an MI Executive, prepared and delivered presentations for entire process Customer Care Phones. 

· Have been in constant Interaction with people across various levels & processes in order to implement the Leave tracker & also for various events. 

Good Planning & organizing skills
· Planning of Daily activities has helped me deliver the required error free reports within the deadlines. 

· Apart from having the work related activities organized, I was able to plan & organize sports & other events, which helped build & maintain relations with people across the center & across various levels. 

Ability to build and maintain relations with business units
· Have been a part of the Department Meetings for the Business Area on a regular basis. 

· Have been in regular contact with colleagues from the business area in order to implement e-WFM & RTA. 

Ability to work under pressure and tight turnaround times with the ability to multitask and deliver quality output.
· Set deadlines to deliver reports, some daily, weekly & monthly reports, have been met at the same time as being error free. 

· Apart from handling the responsibility of an MI Executive, I have assisted the management by way of covering the floor for escalations when the Managers are not available on the floor. 

· I have been a Floor marshal for the past I year &have successfully conducted the evacuation drills. 

Ability to work effectively both within a team environment and independently (E)
· Have always been a team player & made myself present in all activities initiated or the improvement of the process. 

Leadership & Mentoring
· I have been able to successfully train 8 of my colleagues in MIS which helped them move to various roles both vertically & laterally. 

· I conducted sessions to impart basic Excel skills to the entire department (including some Assistant Manager Ops). 

