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Career Profile:

· Rich experience in handling Operations, Transition, Team Performance Management, Business Development and Administration Functions

· Experienced in working in fast-paced environments, focusing on achieving business targets, handling multiple responsibilities

· Strong experience in providing consistent client satisfaction by maintaining a good track record of managing service levels

· Over 15 years of exposure in leading multiple teams of Junior Management staff to work effectively

Personal Details:
Date of Birth
                   :
3/11/1969

Educational qualification:
Bachelors degree in Commerce (Mysore University)

Additional qualification  :
Diploma in System Management (APTECH- Bangalore)

Interest and Hobbies
       :
Sports (Cricket & Table Tennis)






Music, traveling, collection of stamps & currencies

Previous work Experience:

Feb 2002 to Apr 2004:
Senior Customer Service Executive at Hinduja TMT Ltd, Bangalore

Nov 2000 to Sep 2001:
Executive – Order Fulfillment Group at Frontier Business Systems Pvt Ltd., Bangalore

Jan 1996 to Dec 1999:
Computer Operator (Accounts Dept) at Danya Foods Ltd.,


(Danish Dairy Firm), Kingdom of Saudi Arabia
Oct 1994 to Sep 1995:
Customer Relations Officer at Patent Financial Consultants Pvt Ltd., Bangalore

Mar 1990 to Apr 1992:
Personal Secretary and Administration Assistant at Saudi Oger Ltd., Kingdom of Saudi Arabia

With Danya Foods Ltd, Kingdom of Saudi Arabia

Data entry, correction of errors, quality check done on work completed.  Preparing weekly, monthly and half yearly statements to various department.  Assisting accounts department with all accounting work and printing of salary statement on monthly basis.  Assisting Marketing and Stores department with daily reports.

With Saudi Oger Ltd, Kingdom of Saudi Arabia

Assisting Branch Manager and Technical Manager on day to day work.  Preparing memo’s and official letters.  Co-ordination with various departments like production, marketing, stores and accounts.  Self-correspondence and filing.  Issuing work orders to other departments to carry out work on daily basis.  Communicating with Head Office and assisting Branch staff for transfers, yearly vacation, salary etc

Present Work Experience:

Company Name:
HSBC Electronic Data Processing India Pvt Ltd (HSBC BANK)
Duration:

July 2004 – Oct 2009

Position:
Assistant Manager Operations:  July 2004 to March 2007

          
Customer Service Executive: Oct 2007 to Oct 2009




(Bangalore)

Process in HSBC: Hamilton Insurance:
The process deals with Insurance Claims for Accident, Sickness and Disability for customers across United Kingdom, for Household financial Corporation, which is a subsidiary of HSBC located in Birmingham.

I was sent to Birmingham, U.K for training and to migrate the process in the month of July 2006.  I have successfully migrated, trained staff and have obtained BAU (business As Usual) within the specified time.

Customer Service Management:

· Developing and maintaining good working relations with Clients on an ongoing basis

· Ensuring smooth channels of communications between the team and respective Business units.  Providing all necessary support to the team and Clients to ensure Service Level Agreements are being honored in a timely and accurate manner

· Providing proper support, information to internal departments, staff of the department and Senior Management.

Workshops:

Attended various workshops pertaining to self-development and people management.

Achievements:

Awarded a Training Accreditation Certificate from the Projects and Planning Department

 HSBC PLC, UK for successful training on the processes and acquiring skills and knowledge needed to impart training.

Appreciated by section Vice President for achieving BAU (Business As Usual) ahead of the specified time.

Company Name:
TATA AIG LIFE INSURANCE COMPANY LTD
Duration:

Oct 2009 – Aug 2012

Position:
Insurance Advisor   (Self Employed)

Company Name:
HECO PANELLING SYSTEMS (P) LTD
Duration:

Aug 2012 – May 2013

Position:
Marketing Manager

Company Name:
WECARE LEARNING PVT LTD
 (SCHOOL & DAY CARE CENTER)
Duration:

 May 2013 – April 2014

Position:
Assistant Manager - Operations

Company Name:
CURRENTREE CONSULTING
Duration:

April 2014 –   Present

Position:
Manager – Admin & Operations

Personal Profile:

An enthusiastic, highly motivated individual who embraces challenges and achieve results.                       demonstrates excellent thought and actively encourages change.

Skills and Attributes:

· Self driven, Quick Learner and Interpreter

· Excellent Communication skills – Written and Verbal

· Posses sound knowledge of MS Office Excel and Word

· Goal oriented, hard working and determined

· Posses excellent inter-personal skills

· Ability to Prioritize, Plan and Organize in an efficient way

· An active Team Player, who always believes in “Team Work”

.

Strengths:

Quick Learner, Ability to work in a team, Open to feedback, Good communication and people     skills, Leadership, self-starter, proactive and posses good computer skills.
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