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Career Objective

To be part of a company where I could contribute best of all my potential for its expansion and improvement which in turn will payback both the corporation and my professional aspiration a great deal of content.
Key Skills: 


(Strong organizational, administrative and analytical skills

(Office procedures ( Data management 

( IT skills ( Customer service 

( Reception support ( Diary management 

( Minute taking ( Filing / archiving
	Administration Skills


( Scheduling and delegating administrative tasks

( Providing training and orientation for new staff. 

( Organizing travel & accommodation arrangements. 

( Resolving administrative problems. ( Supervising other clerical staff. 

( Conducting research on behalf of managers. 

( Scheduling meetings and preparing agendas for them. 

( Creating presentations and writing up reports

( Comprehensive knowledge of Microsoft Word, Outlook, Excel and Access. 

( Effective organizational skills. 

Career Path :
1) Worked with S.V. Enterprises as Senior Admin manager and Banking relations manager From July 2010 to September 2015. 
Key Responsibilities: 

· To provide legal help to SBI(State Bank of India), SBH (State Bank of Hyderabad), IOB(Indian Overseas Bank), SBP (State Bank of Patiala).
· To Enforce SARFAESI ACT 2002 on bank defaulters.

· To Generate Legal SARFAESI ACT notice on behalf of the banks, and serve the notice to the customers.

· To schedule seizing of movable and immovable properties, coordinating with Bank officials, AGMs, Bank Managers, Advocate commissioners appointed by the Courts, and Revenue officials, with the help of concerned local Station House officer. etc.

· Maintain Sales of the seized vehicles. Played an important role in conducting auctions for the vehicles to be sold.

· As a part of Sales responsibility, Marketing was also a major role played to attract the potential buyers.

· Arranging potential customers to participate in the bidding for bank auctions, from SBI, and SBH.
· Brought in the key customers of the company like State Bank of India and State Bank of Hyderabad and there by generated a lot of business 
· As a part of Promotion Moved to Admin Manager with Following Job Responsibilities:
· To execute plan and procedure for auctions and conduct auctions for movable and immovable properties in the presence of Bank officials.
· To Prepare the Schedule for the field staff and disperse field staff on the daily activity.

· To prepare daily activity report, and report the same to the bank officials on a weekly basis.

· To follow up on the same with the field manager and legal manager and pursue bills for the services provided to the bank by the firm.

· To maintain payroll of the complete staff.
· To maintain administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.
· To provide communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.
2) Worked for Shriya Solutions Pvt. Ltd. As aSr.Technical Support Executive from Dec’ 2008 to May 2010.

Joined as a Sr. Technical expert for AT&T.

Key Responsibilities:

· To receive calls from the US for customer who are not able to go online.

· To configure their internet service, modem and resolve their issues.

· To maintain the teams metrics as to keep the teams performance high.

· Take up customer escalations, and provide excellent customer service.

· To exhibit absolute proficiency and professionalism on the Call with the Customer.

· To Give Trainings to the team members as and when required,
· To arrange Refresher trainings to the Team members with the latest updates in the Business process.
· To study the teams performance and give necessary implementations to improve the same.
3) Worked with Satyam BPO as a Senior Technical Support Associate from December 2007 to November 2008.

My Job Profile: Senior Technical Support Associate for VERIZON ONLINE (Internet Service Provider in the US). 

Key Responsibilities: 

· Handling Customer escalations, and resolving the issue with possible solution.

· Maintaining FCR (First Call Resolution), and AHT (Average Handling Time).

· Awarded twice as the Best Representative on the Floor for providing the Best FCR. 
· Training the New Team members (Getting the trainings done for the necessary team members if any new updates in the process).

· Monitor the team performance on an hourly basis.

4) Workedwith Dell Inc. Canada as a Senior Sales Associate since September 2005 to December 2007.

My Job profile: Consultant to Home and Home Office Customers for computer solutions for their personal and business needs.
Key Responsibilities.

· Qualifying customers and segmentation into different businesses within Dell.

· Probing needs and requirement and providing a complete solutions based on present and future needs.

· Processing of the complete invoice while taking complete ownership of the customer till receipt of the product.

· Worked in a Six Sigma Quality improvement project to improve the Close rate of the team which resulted in huge savings approx 1.6 M.

· Worked on the collection of data for the entire team. Worked on the analysis of the data and finding the root cause of the reasons for non performance of some reps.
· Submitting the analysis to the Manager and recommending the suitable corrective action for certain reps to enable them to perform better.

· Achieved the best Internet Service Provider Champ for 2ndQuarterof the Fiscal Year 08. Was awarded a cash prize also.

· Design of Daily Activity Report for the entire team so that we can keep a track of the daily work and follow ups.

Academic record:
	S.NO
	COURSE
	UNIVERSITY
	Year

	1
	Bachelors in Computer Applications
	MadhuraiKamaraj University
	2014

	2
	Intermediate (10+2)
	Board of Intermediate
	2001


Personal Details: 

Date of Birth

: 3rd March 1983.

Marital Status

: Married.

Languages Known
: English, Hindi & Telugu.

Visa Type

: Visit Visa    
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