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OBJECTIVE:

Excel in the organization-To grow as a professional along with industry, to reach greater heights and to serve the organization to the best of my ability. Experienced in BPO and Manufacturing firms.

Strengths:

· Good Verbal and Communication skills.

· Ability to adapt to changes and learn fast.

· Self-Motivation.

Educational Qualification:

	Course
	Year of Passing
	University
	Marks

	B.Com

PUC

SSLC
	1992

1989

1987
	Bangalore University

Karnataka

Board

SSLC Board
	51%

56%

59.6%


Work Experience:

( Worked in Associated Surface Innovators as a Branch Executive. 1994-1998 
Types of responsibilities included:

Maintaining of Stores Dept: (Consumables), Allocating of Shifts to different Group of Workers in the company, Maintaining of Petty Cash Account, Attendance and payment Collection. Above all collating all the data and reporting to the higher Authorities.

( Worked as Finance Executive in Laxmi Hydraulics Pvt Ltd. 

     1998-2001.

Types of responsibilities included:

Sales Accounting, Payment collections, Collection of Sales Tax Forms, etc.

Company Name:

MPHASIS Ltd (BPO Division)

Designation: 

Transaction Processing Executive

Job Description:
Back Office Processing for the Abbey National Bank. 

The job involves

· Processing of insurance Applications under various Queues.

· Complying with the control standards and TAT (Turn around Time).

· Preparation and running Reports, Updating Procedures.

· Trained in 90% of the Queues i.e. various Departments, since I was inducted in the Pilot Batch.

· Responsible for Communicating with the Clients over Conference Call in my Queue.

· Training new employees (Working as a Back up Trainer for new Queues).

· Verifying the Setups done by the various processors of the team.

· Handling Queries, Projects.

· Handling team’s Disputes and Clarification with the Clients.

· Quality checks.

Achievements:

Appreciation received from the Top Management for Successful meeting Quality Target within the deadline for a New Queue within the First Month.

I have been trained under all the Trying Queues in the Company and my Quality Scores is commendable.

February 2001-September 2003

( Worked as Client Service Executive

· Back Office Market Operations

· Attending Customer Queries

Worked as Customer Service Executive From 2005 to 2007 at HSBC

Areas of  work included from Basic Banking queries to the most complex queries in my department.

Job included upselling, customer satisfaction, online financial advice, etc.

Worked as Senior Claims Analyst at Aviva Insurance company from 2007 to 2009

Areas of job included the most complex analysis of accidents of the insured clients, their claims from other companies, customer service.

One of the most interesting processes of my career and one of the most challenging jobs I have done till date.

I had one of the best conversion and delivery of cases in my department.

Working as Sales and Admin Supervisor at Fudex Systems Bangalore

From 2010 to 2015

Job includes Assignment of Sales Targets to the Sales and Marketing Team as required by the management.

Preparation of Weekly sales report, monthly sales report.

Motivating the team to achieve targets.

Vendor Management, Payment follow-ups and collection.

Allocation of work to the Servicing and Manufacturing team.

COMPUTER PROFICIENCY: MS Office.

TRAINING PROGRAMMES ATTENDED:
· Team Building Activity

· Business Communication Programme

Personal Details:

Nationality:
 

          Indian

Martial Status: 


Married

Hobbies and Interests: 

Playing cricket, Cooking, Yoga

Languages Known: 

English, Hindi, Kannada, Telugu, Tamil.
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