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Synopsis

A zealous professional with an experience of more than 4 years in customer service and back-office; seeking opportunities in the field of Sales and Customer Service.
Core Competencies

· Excellent Communication skills
· People’s person

· Hardworking

· Team player

· Analytical Skills 

· Adept at reporting 

· Quick Learner 
· Proficient knowledge of MS Office
Qualifications
Diploma in Advertising and Public Relations from Harkishan Mehta Foundation Institute of Journalism and mass-communication in July 2013.

Bachelor of Commerce from Mumbai University in April 2010.

Work Experience

Tata Consultancy Services, Mumbai (India)
(April 2013 to July 2015)

Senior Process Associate (CITI Bank USA process)
Job Profile:
Selling credit cards for CITI Bank North America and also solving customer grievances. 
Responsibilities:

· Selling entire range of credit cards for the clients 

· Ensuring all procedure is followed before rejecting any application due to client non-adherence.

· Holding internal contests and competitions to enhance the performance of self and team colleagues.

· Preparing MIS reports for performance of individuals and team.

· Cascading instructions from the upper tier and important client updates to the team.

IBM, Mumbai (India)
(May 2011-April 2013)
Senior Customer Service Executive (UK process)
Job Profile: 

Resolving customer’s technical issues and service related grievances as well as selling broad brand products to the customers for Orange Broadband, UK. 

Responsibilities:

· Attending calls of customers with technical or service related issues.

· Navigating customers step by step through the complex process for installation or otherwise.
· Reaffirming customers’ satisfaction and loyalty thus.

· Upselling promotional packages post query resolution.

· Participating in and organizing training events for enhancing necessary skillsets and creativity towards customer handling.

Co-Curricular Achievements:
· Won inter faculty creative writing contests.
· Represented institute in major inter collegiate contests for copy writing and film appreciation.

· Won best promotional model for the annual project of AD and PR curriculum.

· Single handedly prepared and maintained the social media campaign for “CAFÉ CHOCOLADE”.

Hobbies

Extensive Reading (fiction and non-fiction), music, travelling, avidly watching movies, photography.
Personal Details

Birth Date
: 10th October, 1988

Marital Status
: Single

