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	Personal Details:
Sex

Female

Marital Status

Married
Nationality

Indian

Religion
Christian, R.C

Languages Known

English, 
Hindi, 
Kannada, 

Malayalam 
& Tamil

Total Years of Experience :  3 Years 10 Months
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Career Objective                              

· Intend to work in an environment that allows me to utilize my knowledge, skills and attitude in delivering right kind of solution to the organization, leading to growth on personal and professional dimensions.
· Hard Working, Self-motivated, innovative Attitude and quality focused.
· Adaptable to work both as a team member as well as independently with good communication and presentation skills.

Education                             

Pre University:

Jyothi Nivas College (Autonomous).
Bangalore

2007
Graduation:

Jyothi Nivas College (Autonomous).

Bachelor of Commerce, Concentrated on Audit, Income Tax, Advanced Financial Management and Advanced Financial Accounting.

Bangalore

2010
Work Content and Specializations
Operating System:

Basics in fundamentals, MS Office, MS Excel, MS Word, MS PowerPoint, Linux - Ubuntu, Windows - XP, 7.     

Technical Process Knowledge:

Complete hand on Siebel7 application processing from order to cash, service request ticketing platform

SAP (SD) : RMCA Model

Get Paid, GCCI/ Genesis telephonic dialler, Trust – Sales Force



Work Experiences

 Thomson Reuters Corporation India Pvt. Ltd., Bangalore

Duration:




1 Year
Department:



Customer Service 

Designation:



Client Support Analyst
Nature of work: Handling disputes and address change for US customers. Handle escalations to assist the customers in the best possible way. Queue management on a daily basis. Quality check and feedback on the work completed by the team. Supporting Global and regional OMS in adherence to data and compliance to resolve order processing.
Work Profile:
· Process deals with handling disputes and address change for US customers.
· Coach and develop team to perform better.  Handle escalations to assist the customers in the best possible way.  To be the alternate point of contact for any process related queries.

· Promote flow of knowledge within the business group to meet service targets and improve data flow / mapping knowledge.   Continuously build new knowledge base and skills by keeping up to date with developments in the products and processes.
· Share best practices with the group and innovate to resolve outstanding issues
· Facilitate problem solving on process and product issues for better responsiveness to clients and key stake holders.
· Complete knowledge on order to cash (O2C) business flow. Closely working with Sales Managers, Order Management specialists, credit controller and AR/AP representatives in conjunction on resolution in one go.  

· Obedience in agreed TAT and quality service targets. Supporting global and regional OMS in adherence to data and compliance to resolve order processing

· End to end admin support on Electronic Invoicing portal.

Flipkart India Pvt. Ltd.
Duration:




2 Years
Department:



Catalogue / Market Place 

Designation:


 Catalogue Auditor/ Quality Verifier
Nature of Work: Clear understanding of the catalogue writing process and highlight the errors appropriately to the respective catalogue teams.  Proper follow up until errors are fixed. Ensure the TAT for the error rectification is met. Work with seller’s data which is reflecting on the Flipkart website and do a quality check for both seller’s data and Website. The products listed by sellers are quality checked based on approval from Business Development Team. 


Work Profile:

· Is responsible for the precision and accuracy of data handled by catalogue team and by Seller.

· Fixing all catalogue/data related issues identified in audits.

· Preparing reports on a daily and weekly basis for the team efficiency.

· Facilitate or participate in calibration sessions with the quality operations team.

· Ensure right details of the errors are identified and are sent to the catalogue team and are timely, complete and accurate.
· Monitor and coach the agents/consultant.

· Responsibilities Include download files and assign task to each individuals.

· Maintain adequate base of technical skills, knowledge and practices within the team and department to ensure competent levels of performance.

· Preparation of monthly metrics, (KPI to be maintained).

· Training the new joiners to fit into the process.

Accenture India Services Pvt. Ltd.

Duration:




1 Year
Department:



Mortgage Accounting for Royal Bank of Scotland
Designation:



Accounts Associate
Nature of Work:  Processing of payments of clients which are on monthly, quarterly, half-yearly & yearly basis.  Recording inter branch transactions.  Performing reconciliations of clients insurance and mortgage of loans. 

Work Profile:

· Chasing for the outstanding dues from the Customers.

· Query Management.

· Clearance of Bad Debts.

· Ensured workflow efficiencies, customer service excellence and quality assurance.

· The process also includes Broker statements are reconciled with the cash received which are duly banked onto the system.

Strengths and Achievements
· Represented National level twice and State level thrice in Net-Ball
· Won individual championship since 7th Standard.

· Took part in Inter-College cultural fest.

· Was a part of college union (Sports Secretary).

· Received performance award for outstanding contribution to the process handled. 

· Received appreciations from the customer for providing the quick and timely response and looking at a high priority objectives. 

· Excellent Interpersonal and organizational skills.

· Adept at both oral and written communication. Interact effectively with individuals of all levels.

· Assertive, self-motivated, goal-oriented, organized and efficient.

· Unique ability to adapt quickly to challenges and changing environment.

· Active team player and good at team management.                                                                 
Declaration

     
   I hereby declare that the above written particulars are true to the best of my knowledge and belief.
Bangalore
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