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Seeking middle level assignment with a leading Organization.
Synopsis
· Two year hardcore experience in Regional MIS & Operation ( Admin )  - Indusind BANK Ltd.
· Five years hardcore experience in  Regional MIS & Operation( Admin )  - HDFC BANK Ltd.
· A result oriented professional with an experience in customer relationship management and fund administration.

· Have ensured maintenance of amicable relations among Management and Customers through introduction and administration of participative schemes and practices.

· Experienced in providing high value-added services to customers thereby enhancing their satisfaction levels.

· Resourceful at maintaining excellent relationship with client (Internal & External) to achieve quality product and service norms by resolving their service related critical issues.
Core Competence   

Team Management
· Providing direction, motivation and training to the services team, ensuring optimum performances.
· Effectively interfacing with people at all levels and managing healthy work environment.
Organizational Experience
(a) 2 year  experience in Indusind Bank Ltd as Regional coordinator -Branch banking 
( c) 5 Yr Experience in HDFC Bank Ltd ( MIS and Day to day operations of Regional office, HR, CSE recruitment, KYC norms, Data management )

(d) 2 Year experience in Sales in charge & Office administration in a Const. & Tech Company ( Bahrain ) 
Attainments


Conducting daily routine business, Purchasing of the Company
Conducting regular training sessions for new comers
Resolving customer queries through emails, ensuring that service requirements are dealt with efficiently and professionally & proactively taking action on service bottlenecks

Providing information to the customers on service type availability and updating on the same regarding the latest changes


Making reports & Budgeting for the new sites of the Company
(c) 12 Year experience in Sales in charge & Office administration in Southern Gas  LTD
Attainments

Conducting daily routine business, Billing of the Company
Resolving agency queries through phone calls, ensuring that sales requirements are dealt with efficiently and professionally .
Providing information about the stocks and assist the sales manager in sales.
Strength 
Hardworking and having the ability to adapt to existing surroundings, willing to put extra effect to the best of the satisfaction of the employer, ready to accept the challenges and willing to face them for the best resolution, finding new avenues, constantly facing problems to come out with best suited & Feasible way of doing.
Academic Credentials
2004: B.Com Commerce from Queen Mothers College, MG University 
1989: Pre- Degree from Queen Mothers College:, MG University 
1987: SSLC from St.Mary’s High School Aluva, Kerala syllabus 
IT Credentials
IBM Main frame, Adv.Software Eng:, Certificate in Computing

Hobbies
Reading books & novels, Interacting with people, Cultural activities, trekking, traveling across country, making new friends, listening classical & old music, reading all the news especially regarding current affairs.

Language Known 
English, Hindi, Malayalam. Tamil
Personal Vitae
Date of Birth: 27.03.1972,
Declaration:-
I hereby declare that the above furnished details are true and correct to the best of my knowledge.

Place: Aluva
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