

A passionate management professional with academic qualification in MBA and work experience in customer service, operations, coordination & back office roles for more than 3 years in Banking and Logistics.
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Customer Service Officer @ , Abu Dhabi, UAE (June 2016 till date)
· Acquisition of new clients and business generation 
· Client relationship management
· Sending quotations and invoices to clients
· Follow ups with clients and overseas agents
PROFESSIONAL EXPERTISE

[image: image2.jpg]SALES COORDINATION

BACK OFFICE™
FUNCTIONS

CREDIT & LOAN
APPRAISAL

CORE
COMPETENCIES

DOCUMENTAYION

CUSTOMER SERVICE

ADMINISTRATION





Sales Coordination:

· Liaised between the sales team and the clients to provide quality service to the clients 

· Prepared, followed up and negotiated terms on any sales quotations made for clients 
· Assisted the sales team on managing schedules and the distribution of any sales documentation
· Discussed the financial requirements and provided financial advice to the business clients

· Developed a network of local business contacts and promoted the bank's products and services

Credit and Loan Appraisal:

· Evaluated the applicants' financial status to determine the feasibility of granting loans by analyzing the credit history, tax information, bank statements and property evaluations 

· Reviewed and verified the credit reports of the clients

· Processed the loan applications and submitted them to Management for approval 

· Informed customer to notify of approval and collect items needed for final approval

· Ensured compliance with extant bank guidelines and various applicable laws and statutes

Administration:

· Performed administrative tasks such as paperwork, correspondence and keeping records

· Assisted the customers filling out the paperwork necessary to secure Loan Worked closely with the Sales team to monitor and produce reports on progress within the department 

· Responsible for managing budgets and meeting targets

· Acted as an intermediary between the bank and the client 

Customer Service:

· Dealt with customers to understand their needs and recommending suitable loan products

· Explained customers the different types of loans & credit options and the terms of services
· Interacted with customers to ensure proper and timely submission of applications

· Dealt with customer queries face to face, over the telephone and through e-mails

· Handled customer complaints and have taken appropriate action to resolve them
Documentation:

· Managed the reporting and documentation of the entire team

· Maintained statistical and financial records

· Prepared and sent reports to customers whose accounts are delinquent 

· Processed paperwork from sales and maintained customer details
ACADEMIC QUALIFICATIONS

· MBA  (Finance & Marketing) 
· BSW (HRM) 
· Diploma in Computer Application 
KEY SKILLS
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PERSONAL DETAILS

Gender

:
Female

Linguistic Ability
: 
English, Hindi and Bengali
Nationality

:
Indian
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Priyanka


Email: � HYPERLINK "mailto:priyanka.272508@2freemail.com" �priyanka.272508@2freemail.com�
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