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ADMINISTRATOR| DATA ENTRY EXPERT|CUSTOMER SERVICE
· 8 years experienced in Trade Processing, Cash and Securities reconciliation, security pricing, corporate action and resolution of breaks to determine correct NAV valuation & Data entry expert. MIS handling and customer service.


· Broad competence with the distinction of Computing NAV & preparation of valuations and performing capital activities
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Motivated and goal driven with a strong work ethics, continuously striving for improvement coupled with excellent administrative aptitude with an eye for detail and the commitment to offer quality work

· Analyzed performance data and taking appropriate measures to meet and exceed the set targets based around Quality, Schedule, and Adherence & supported the processes in emergency situations and overtime whenever required by the business area

· Vast exposure of fund administration and expense processing, fund security management. Experience in preparation of and adherence to Standard operating procedures, managing audits and risk 

· Ensured all aspects of fund management, reporting, financial distributions and maintenance of superior deliverables with quality assurance & Provided excellent service and resolution regarding credit card related issues (HCS-Metris) in stimulated time and assisting Clients as Relationship Managers for them 

· Established credibility in creating win-win relationships with customers with proven capability in managing customer centric operations while adhering to guidelines and ensuring customer satisfaction by achieving delivery and service quality norms

Personal Traits:  Effective Communicator (Sales and convincing skills ( Relationship Management (Strong Analytical Skills (Problem Solving and Interpersonal Abilities
	
	Career Review
	


Organization: HSBC (Hong Kong Shanghai Banking Corporation) | Tenure:  since Dec’07

Designation: Administrator (since Aug’12) | Key Role: HSS

· Worked in HSBC Security Services domain & assisted the Line manager for mentoring & providing training to new joiners
· Ensured the insertion of data is accurate and no room for error.

· Completing high volume data work in stipulated time

· Ensured the preparation, process & accuracy of Fund Valuations in stimulated time within prescribed control procedures on the relevant systems
· Resolved functional area queries on issues pertaining to valuations, meeting the required work standards and time scales
· Computed NAV & preparation of valuations, Pricing of securities, performing capital activities that involve booking of Subscription & Redemptions in the fund and Trade Verification 
· Reconciled market value, brokerage and custodian accounts to underlying records
· Ensured optimum quality and standards achieved through effective external and internal communication
· Maintained HSBC Internal Control Standards, including the timely implementation of internal and external audit points and any issues raised by external regulator
· Prepared various MIS Activities like: Break stats, A&V Rec packs, KRS and  KPI 
· Identified & analyzed various trade breaks & reported the same to Business partner
· Prepare semi-annual and annual accounts & maintain the fund's financial books and records
· Ensure the Settlement of daily Trades, payments of dividend and interest & updating price of securities of client

Designation: Customer Service Executive (Dec’07- Mar’11) |Key Role: HCS-Metris

· Handled HSBC Credit Card Services-Metris and resolved customer escalations for all credit card issues and ensured that the cases were closed in stimulated time with the right resolution and customer satisfaction
· Overachieving and exceeding the sales targets, there by being awarded the sales Guru of the quarter for three consecutive quarters.
· Coordinated with the team members and customers to resolve the issues according the customer’s feedback & grievances to ensure timely and quality resolutions through effective production planning 
· Reported & assisted the Line Manager with Auditing & maintain team performance records; Responsible for mentoring & providing training to new joiners
· Managed customer centric operations while adhering to guidelines and ensuring customer satisfaction by achieving delivery and service quality norms

	
	ACHIVEMENTS
	


· Won Team of the month, Quality Team of the month award
· Awarded  the Rising Star Award for Q3 FY’13
	
	Key Skills
	


· Data presentation skills

· Have good written, oral and interpersonal communication skills.

· Self – motivated and willingness to learn.

· Ability to coach and train personnel.

· Quick learner.

· Handled sales pressure 

· Convincing skills

· Organized and dedicated with a positive attitude.

· Hard working

· Good grasping skills

	
	EXTRA-CURRICULAR ACTIVITIES
	


· Act as an Editor for Indian Review both fiction and non-fiction

· Conduct English verbal classes

· Proactively involve with youth community at church
· Conducted Grooming and Etiquette training for Indian review 
	
	ACADEMIC DETAILS
	


2011

BBA from Sikkim Manipal University

2007 

12thCommerce from Nagoan College, Guwahati

2005

HSLC from Holy Angles schools, Guwahati 
IT Skills: Hands on Operating System: DOS, MS Office and Basics of MS Power Point

	
	PERSONAL DEATILS
	


Date of Birth: 

4th August 1989

Language Known: 
English, Bengali, Hindi and Assamese

Nationality: 

Indian
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