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CAREER OBJECTIVE

To eagerly seek a responsible position and challenging and rewarding career in supervisory, secretarial, administrative, accounting, Public Relation, Customer Service and Call centre deploy 7 years acquired skills and education in a result oriented company for continued self-growth and enhancement of the organisation.

PERSONAL SKILLS


· Enthusiastic, inquisitive and hardworking

· Ability to deal with people diplomatically, willingness to learn, Team facilitator.

· Team Handling, Training

· Inbound and Out Bound Calls Handling

· Systematic and organized with quick adaptability to changing trends and processes.

· Strong communication, presentation and interpersonal skills.

· Dedicated and hardworking for completing tasks on time.

· Keen aptitude for learning.

· Excellent customer service skills

· Data Entry and Basic Computer Skills

· Problem-solving skills

· Flexibility

· Professionalism

· Time management

PROFESSIONAL EXPERIENCE


Cognizant Global Services Pvt Ltd,                                                   
Senior Sales Co-ordinater
Worked for 1 year.
Work Profile:
· Checking for the best field associate to complete the Mortgage order given by the bank.

· Selling the orderto the field associate who will complete it within given TAT and for the lesser fees with the good quality of report.

· Sending emails to the field associates regarding the sales placed.
· Answering field associate calls regarding the Mortgage sales placed.
· Following up on the orders given to the field associate.
· Responding for the questions and concerns regarding the sales placed.

· Doing quality check on the report given by the field associate if there is correction needs to be done.

· Forwarding the best quality report to the bank.

· Providing floor support.
· Handling agents and assisting other employees regarding process.
Core Logic Global Services Pvt Ltd,                                                                              
Process Associate.

Worked for 3 years.
Work Profile:
· Following up on orders which are in the queue regarding the Mortgage for US Mortgage.
· Assisting Field associates regarding their query about the Orders which is placed.

· Worked on research desk when an agent required additional help in locating specific information.
· Giving accurate and appropriate information to the Filed Associates, troubleshooting issues and resolving complaints.
· I was trained on sub processes and worked on all the sub processes to handle the process whenever there is a requirement.
· I had to process orders ordered by the clients, starting from assigning the orders to agents registered with our company.
· Handling BPO queries for the Mortgage Company.
· Assisting new joiners and providing On Job Training.
· I was also responsible to handle the follow up process and keep updating Team Leader regarding the same.
· Delivered good customer service by resolving all their technical and process related issues.
· I do have customer convincing skills.
· I did get appreciations from the client for the dedication and delivery of my work.
Msource Pvt, Ltd. (Emphasis)
Process Executive.

Worked for 2 Years.
Work Profile:
· Handling customers over the phone regarding their phone order placed for US process Inphonic.
· Checking if the orders have delivered on time.
· Informing customers which process would be beneficial.
· Managing customer centric operations and ensuring customer satisfactionary by achieving delivery timelines and servicing quality norms.
· Worked for student educational loan process for US citizens.
· Suggesting the best loan process which can be paid on time.
· Checking if the payments have made on time or outstating and making outbound calls to remind regarding the payments.
First Source Solution’s.

Process Executive.

Worked for 1 year.

Work Profile:

· Handling car insurance for the UK Motor Insurance.

· Offering best service for the customers.

· Selling insurance vehicle coverage for the vehicle registered.

· Answering inbound calls on time and assisting customers.

Telecalling and front office admin.

Worked for 1 year.

Work Profile:

· Making out bound calls regarding the mobile sim card and special offers for the customers as per the tariff.

· Following up with customers.

· Replying to official e-mails.

· Cooperate with Office Manager on local facility.
· Record, file and track all outgoing and incoming courier and sort mail.
· Accommodate visitors, clients and job candidates. 
EDUCATION
· Bachelor’s Degree in Business Management.
· Diploma in Computer Applications at MICE -  India 
COMPUTER KNOWLEDGE


· Proficient with the use of MS Excel

· Hands-on experience on Tally accounting software.

· MS- Office experience

ADDITIONAL SKILLS

· Understanding the customers’ strategy and initiatives.
· Helping in qualifying and subsequently through the knowledge of the business.
· Client management: Developing client relationship, maintaining and expanding existing client base, making presentation/demos to client, interaction with clients to get in-depth understanding of requirements.
· Lead generation, proposals writing, communication all media as email, presentation and web content.
PERSONAL DETAILS


Nationality                                : Indian

Linguistic Abilities                   : English, Hindi, Kannada, Tulu, Konkani,

Gender                                      : Female

Marital Status                           : Single
Place: 
Date:
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