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OBJECTIVE
Seeking a challenging network engineer position in an organization that will furnish me with conceptual and people skills and in turn inspire me to be an added value for the organization.

WORK EXPERIENCE

3+year of experience as a Admin Cum Data Controller in EVEREST TENT TECHNOLOGIES SDN BHD, MALAYSIA.

· Designation

:
Admin Cum Data Controller.

· Duration


: 
Oct 2013 to Dec 2015.

Role & Responsibilities
· Processing of new account opening, payments & dealing queries as per customer request for different kind of Products.
· Categorizing & Updating consolidated data as per company norms into various sub-categories.
· Adhere to policies of company & client in project implementation.
· Clearing the case, according to the SLA’s. 
· Deal requests like Change of address, Change of Name, addition or correction of customer data, Producing Bond/Certificate replacements
· Make payments of Accounts when the customer is coming up with a request.
· Each product has its own terms & conditions so based on these they make payments.
· Payment mode can be either BACS (Electronic transfer) or Warrant (ChequeS).
· Many checkpoints we have before we release the money to customers. Especially for BACS payment, we have a Unique Application check the authenticity of customer by feeding their Bank details in the unique application & this will instruct us to perform payment.
· For Warrant payments, we thoroughly check the customer's data & their signatures by cross checking their original sales application with the current payment application.

· All these measures are taken to avoid entering of fraud activities into the customer's investments.
SKILLS AND EXPERTISE

· Comprehensive problem solving abilities.

· Excellent verbal and written communication skills.

· Ability to deal with people diplomatically.

· Willingness to learn team facilitator hard worker.
CERTIFICATION
·  MS OFFICE, MS EXCEL, MS POWER-POINT & MS ACCESS (HDCA).
EDUCATIONAL QUALIFICATION
· Master of Computer Applications (MCA) in the year 2013 at Anna University, Chennai, India with 79% aggregate.

· Bachelor of Computer Applications (BCA) in the year 2010 at Sathyabama University, Chennai, India with 74% aggregate.

· Higher Secondary in the year 2006 at St.Ignatius Higher Secondary School, Kurumpanai, India with 60% aggregate.
· SSLC in the year 2004 at St.Ignatius Higher Secondary School ,  Kurumpanai ,  India with 74% aggregate.
KEY STRENTH
· Effective working relationship with staff as well as clients.

· A complete knowledge about office administration & Motivation-ally oriented.

· A positive and confident personality blended with a strong work ethic.

· Excellent team worker and posses good interpersonal skills.

PERSONAL DETAILS
        Date of Birth


:
20th May 1989      

        Nationality



:
Indian 

    
Marital Status


:
Single

    
Languages Known

:
English, Tamil, Malayalam

