




           Curriculum Vitae 
Career objective

“To apply my skills and abilities positively, progressively and in a proactive manner by constantly innovating and working with a ‘beyond expectations’ attitude that would align the achievement of organizational goals with my personal growth”.

Educational Qualification

· Bachelor of Science from Mountain View College, Chikmagalur with an aggregate of 75%. (Kuvempu University)
· P.U.C from Mountain View College, Chikmagalur with an aggregate of 52%.

· Secondary from Mountain View School, Chikmagalur with an aggregate of 77%.

Computer Proficiency

Operating Systems: Win 98, Win 2000, Win XP, Win7

Applications: MS – Office (MS Word, MS Excel, MS PowerPoint, MS Access), Citrix, IBM Personal Communication, Adobe, Internet and Lotus Notes
Work Experience

M-PHASIS (Bangalore)

Duration: December 2006 to April 2008
Process: Australian process (Diner’s Club (Tigers))
Role: Customer Service Executive
Job Description:
· Worked for Australian process (Credit cards) – Voice based BPO.
· Attending inbound calls.

· Authorizing payments for Customers.

· Solving issues of Customer related to Credit cards and Merchant issues related to terminals.

HSBC – The Hong Kong and Shanghai Banking Corp Ltd (Bangalore)
Duration: April 2008 to May 2012
Process: Account Maintenance (Asia Pacific)
Role: Assistant Manager
Job Description: 

· Working for COBAM (Client Onboarding and Account Maintenance) team.

· Opening accounts for corporate customers and Individuals.

· Deal with various products like Equities, Treasury, Derivatives, Precious Metals, Corp Bonds, SSI (Standard Settlement Instruction), SDI (Standard Delivery Instruction) Fixed Income and Futures.
· Handle different queues like Process Utilities, Cash Equities, Crisis Management, Asia Pacific regions and TiA (Treats in Asia) in the same team.

· Training new staff members and current staff members on the different queues.

· Preparing MI Reports on a Weekly and Monthly basis.

· Managing a team of 23 people (15 in India and 8 in Malaysia)
· Handling business queries for all the sites like Hong Kong, Australia, New Zealand, Philippines, Malaysia, Middle East, India, Thailand, Japan, Macau, Brunei, Bangladesh and Singapore.

· Decision making for project deadlines

· Monitor/Assign queues within the staff and ensure to meet agreed SLA.

· Deliver excellent customer service.

· Ensure training is delivered to all staff prior to any changes to procedures are implemented.

· Monitor customer Emails on the generic mail box ID to ensure responses are technically appropriate and professionally constructed and are actioned within SLA.

· Ensure the entire team adheres to the audit requirements.

· Manage implementation of migration of all processes under direct control.

· Contingency planning

· Conducting regular team meetings and huddles to discuss issues within the team.

· Conduct staff reviews.

Strengths:
· Strong Management, inter personal, communication skills, organizing and technical skills matched with the ability to manage stress, time and people effectively.

· Good people management skills and ability to manage change.

· High degree of involvement in work.

· Ambitious and Career-Oriented.

· I have proved to be the fast learner, inputter and can multi task between queues.

· Data Entry Operator

· Project management skills

· Organizing capabilities

· Team player

· Decision making

· Ability to analyze circumstances and work effectively 
· Delegation.

Personal Information
Date of Birth           : 27 October 1985
Sex 
               : Female
Marital Status        : Married
Languages known  : English, Hindi, Urdu & Kannada
Zone of Interest
   : Reading, Writing, Traveling and Music
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