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OBJECTIVE:
Seeking to utilize my skills and abilities in the Industry that offers professional growth while being resourceful, innovative, flexible and to become a Smart and Successful Professional in the field of Technology and development for both the Organization and me. Technology self-learner, adept at moving in to new environments and extrapolate from exiting experience to quickly adapt to new technologies fluently. Possess good communication and collaboration skills to work effectively.
EDUCATIONAL QUALIFICATION:
· Master of Business Administration (Finance & HR) in 2012 from Kanchee Pallavan Engineering College, Kancheepuram - 82% 
· BBA in 2010 from Indo American College, Cheyyar - 70% 
•
HSC in 2007 from State Board,  Mazhaiyur 70%
· SSLC in 2005 from State Board Mazhaiyur- 68% 
WORK EXPERIENCE:
Employer 1)   : Matrix Business Services
Duration
: From November 2014 – June 2015.
Designation
: Executive (HR)
Job Profile
: Process - Employee Background verification- EBGC
· Working with multiple clients having different protocols which include various types of Verifications (Academic, Employment, Criminal, Residence and Reference). 
· Structuring candidate provided information and given data according to Client specifications. 
· Internally interacting with different departments in the company for collecting the verification details. 
· Collating the verification confirmation, preparing a report on the same and send it to client within TAT. 
· Delivering quality reports by doing 100% quality check of each report. 
· Invoice processing on monthly basis. 
· Handling client escalations and resolving their queries within given time frames. 
Employer 2)   : MMC INFOTECH PVT LTD
Duration
: From February 2013 to October 2014
Designation
:  Processing Executive
Job Profile
: Banking Domain – Non Voice (CRM)
· “Citibank Project” for Loans and Clarify Billing Statement. 
· Attending Customer Queries through E-Mail & resolving the discrepancies faced by the Customers. 
· And give the best resolution to the customer 
· Scanned confidential documents into electronic filing system and categorized 
COMPUTER PROFICIENCY:
· Windows XP/2000/98. 
· SQL and HTML languages. 
· Tally. 
· Microsoft Office (Word, Excel, Power point). 
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	Gender
	:
	Female

	Nationality
	:
	Indian

	Languages Known
	: English, Telugu and Tamil


DECLARATION:
I hereby declare that the information and facts stated above are true and correct to the best of my knowledge and belief.
Date:
Place:

