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CURRICULUM VITAE

Objective:
A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding Customer Service, administrative, sales and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. 
Looking for a career advancement opportunity with a company that will allow me to develop my skills & potential.
Experience Summary:
Pushpa Enterprises. Mysore, India
Customer Service Representative/ Administrative Assistant/ Sales                      

Since:  01/2012 to 01/2016
Job Description:

· Carried out telephone marketing and sales support for the company. Perform cold calling, arranged appointments with sales representatives etc.

· Updated sales calls and cold call database.

· Forwarded information or quotations to potential clients on products and services. 

· Responded promptly and answered/resolved customer inquiries and complaints.

· Preparing letters, reports and other documents.

· Maintaining proper filing system.

· Responsible for all front office activities, including reception area, mails, large

Purchasing request and facilities. Developing and supervising for utilization services and equipments. 

· Making hotel and travel bookings, car rentals.

· Managed customers’ database accounts, performed customer verification and processed applications, orders and requests.

· Worked with administration: forwarded requests and unresolved issues to the designated resource by communicating and coordinating with internal departments.

· Kept records of customer interactions and actions taken, including – transactions, comments, inquiries and complaints.

· Communicated directly with customers by phone, electronically or face to face.

· Wrote and kept accurate records of discussions and correspondence with customers.

· Learned about products and services and kept up to date with changes.
INFOSYS LTD. Bangaluru, India





    

               

Process Executive

Since: 05/2008 to 06/2011

Job Description:
· Handled daily AP & FA processes, supervised AP &FA clerks, Vendor management, and oversaw the timely and accurate processing of invoices, purchase orders, expense reports, credit memos and payment transactions. Maintained adherence to corporate, accounting standards. SPOC for escalation  from client and vendors and ensured accurate and compliant AP files and records in accordance with company policies.

· Assisting with analysis of invoices and handling vendor inquiries, reviewing employee expenses to maintain integrity of employee spending, processing wire exchanges and ACH obligations, and reconciling payables based on required monthly reporting. 

· Managed the accurate and timely processing for large, multi-site organizations. Assessed and closed AP vendor a/c on monthly basis, validated parked & blocked invoices, bank reconciliation, application of funds, and month-end-closings.

· Facilitated “no-fault” internal and external audits as a result of sound recordkeeping and thorough documentation.

· Instituted thorough cross-checking of Invoice Posted through QC on QC and invoices that halted a previous history of thousands of dollars in overpayments to suppliers. 

· Composed effective accounting and ad-hoc and scheduled reports summarizing AP & FA data for Client and Internal Management and other departments.

· Handling Wire-Remittance mail box with queries of customers, ensuring queries getting resolved within stipulated TAT thereby facilitating CSAT.

· Month end activates such as bank clearing processing the entire invoice with in time lines provided by the client.

· Point of contact for all Purchase order invoices. Following up with buyers for creating Goods receipts.

· Ensuring all team members are meeting and exceeding expectations, taking corrective action when needed and conducting periodic updates and performance reviews with team members.

HDFC Standard Life Insurance co Ltd. Mysore, India                          

Customer Service Executive
Since:  01/2007 to 04/2008
Job Description:
· Provide splendid customer services to customers in a friendly and courteous manner at all times.

· Have sufficient knowledge about the banking products and services and respond to all inquiries accordingly. 

· Improve customers’ banking experience with the bank by ensuring that the customers are attended to promptly and all their challenges are resolved without delay.

· Ensure that all the bank’s policies and procedures, code of conduct and regulatory guidelines are strictly complied with in the process of discharging duties. 

· Inform and suggest new banking products to customers.

· Provide information to customers on their account status and account balances.

· Open new bank accounts according to laid down rules and guidelines.

· Suggest effective ways through which the bank can promote its products and services and increase customer satisfaction.

· Handle transactions.

· Answer client questions and resolve issues.

· Cross sell bank products.

· Process necessary paperwork.

· Verify information ATM and debit card applications.

HTMT Global Solutions, Mysore, India

Customer Service Representative

Since:  07/2006 to 12/2006

Job Description:

· Providing advice, information and assistance to callers. 

· Attempting to resolve all enquires on first contact with the caller. 

· Making sure that all telephone calls are answered promptly. 

· Dealing with a customer’s queries, requests, orders or complaints. 

· Research required information for callers using available resources. 

· Essentially receiving up to 80 incoming calls from customers daily. 

· Involved in processing orders, forms and applications. 

· Accurately recording details of calls and issues on logging software. 

· Having a professional and courteous manner at all times. 

· Identifying and escalating priority issues or customer complaints. 

· Sending emails to clients answering their enquiries.

· Taking ownership on all calls and queries answered. 

KEY SKILLS AND COMPETENCIES:  

· Strong organizational, administrative and analytical skills
· Excellent spelling, proofreading and computer skills.

· Ability to maintain confidentiality.

· Excellent working knowledge of all Microsoft Office packages.

· Ability to produce consistently accurate work even whilst under pressure.

· Ability to multi task and manage conflicting demands.
· Time management.
· Proactive and assertive.
· Flexible & approachable.
PROFESSIONAL TRAINING:  
· 1 month training on overall corporate knowledge including Basic computers, Communications and Personality Development.

· Personality Development Trainings like Time Management, Presentation Skills and Analytical Skills.

· Certified in T100 training regarding Basics of Telecommunications.

· FCOE training, Client interface skills.
ACADEMIC QUALIFICATIONS:  

Bachelor’s [Commerce] [Mysore University] – 2006

PERFORMANCE MILESTONES:
· Received ramp award for Best productivity and Quality.

· Received employee of the month for consisting performance without any error.

· Received team of the quarter award for best performance, quality and Productivity for updating of process document and manual as and when required.
Personal Profile:

Nationality

:    Indian

Languages known
:    Urdu, English, Kannada, Hindi
Marital Status
:    Single
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