BINUSREE
__________________________________________________________________


To Seek a position in a reputed company and to contribute to the highest potential to achieve the objective of organization that will enrich my skills by obtaining a responsible and challenging position where my education and work experience will have valuable application.

 
Alisons Infomatic Pvt Ltd.         



May’11 – Till date
Title       :   Process Manager
Area of Responsibility

Process updation and validation.  Work with operations to ensure that specific processes are mapped, documented and followed.
RESPONSIBILITIES

· Process Development.

· To ensure that the right resource is assigned to each job.

· Ensure Maintenance is undertaken periodically and is correct.

· Prepare Google Upload File

· Prepare My118 Upload File

· Prepare Bing Upload File

· Ensure all branches are set-up

· Liase with UK Operations Manager to ensure client needs are understood and met.

· Ensuring all Analysis are delivered on time.

· Ensuring all reports are delivered on time.

· Monthly  set-up Count

· Leave report

· Ensuring all reports updated.

· Resource Plan

· Monthly report

· Weekly report

· Leave report

· Google page set-up for (SME, Chain, Agency)

· Update Free Web Listing Directory.

· Chain Set-ups and Maintenance.

· WRIKE (Practical Project Management tool) -  Super user.

· Ensure knowledge transfer to other team members.

NIFE (National Institution of Fire & Safety)


April’09 to July’10
Title       :   Student Counselor
RESPONSIBILITIES

· Guiding the students regarding their career decisions and helping them understand their potential and provide help to pursue their goals.

· Establishing a relationship of trust and respect with client;
· Providing information about the various courses and advising them about various requirements.

· Advising the students on their personal problems and helps them to resolve it.
· Keeping records and using reporting tools.
· Admin (Back office).
Sparsh BPO Services Ltd.



April’08 to February’09

Title       :   Collection Executive

RESPONSIBILITIES

· Sorting out payment plans

· Recording payments that are made

· Organising customer files (every job has paperwork and admin)

· Chasing debtors and late payments

· Tracing debtors who move without telling the company (with the help of credit bureaus, telephone providers and even the post office)


Bachelor of English: Year 2006-09
University of Madras, Chennai 

(Affiliated to University of Madras)


· MS Word/Excel/Powerpoint

· PGDCA (Post Graduation in Computer Application)

· Adobe Photoshop


· Self Confidence

· Time management

· Hardworking, energetic & committed

· Belief in team work as it facilitates Synergy

PERSONAL DETAILS

Date of birth


    : 24th November 1986
Sex / Marital Status

    : Female / Married
Nationality


    : Indian

Languages known
     
    : English, Tamil and Malayalam
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