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Team Leader with 4 years of experience in

Team Management
 Customer Service
Operations

Resource Planning
 Process Analysis
· Analyze situations and take logical decisions to ensure client commitments are met within the SLA’s.
· Excellent management skills and ability to work with minimum supervision while handling a team.
· Highly successful in building rapport with team members, upper level decision makers and clients. 
· Adept in conceptualizing and implementing strategies for process improvement and achieving set targets.
· Excellent interpersonal skills with ability to relate to people at any levels of business.


· Customer Service.
· Short Learning Curve.
· Adaptability and Flexibility.
· Leading, Mentoring & Monitoring.
· Ability to work with the minimum supervision.
· Forecasting, Planning & Implementing strategies.

RR Donnelley India Outsource Private Ltd, Trivandrum, Kerala.
Senior Project Coordinator/Senior Financial Analyst




(1.8 years) 2013-2015
Role: Serve as the main point for US / UK clients and project management head’s by providing clear and concise reports in accordance with client’s requirement while managing a 15 member team. 
· Accountable for overall operations and performance of the team.  

· Liaise with clients via teleconference emails to implement operational strategies, quality improvement techniques.

· Mentoring & Leading the team members to achieve efficiency in process, individual & group targets.

· Liaise with business continuity management team verifying operational records on account of inspections. 

· Coordinate with quality assurance team for identifying and implementing quality improvement techniques. 

· Analyze and understand the change requests from clients and perform impact analysis if it affects the business.

· Conducting One on One’s and Pre-Appraisal sessions with team members to understand and provide solutions to concerns.

· Assisted senior management & project management staffs while interviewing new recruits.

· Ensure all administrative & operational records are entered and updated correctly.


RR Donnelley India Outsource Private Ltd, Trivandrum, Kerala
Project Coordinator








(2.3 Years) 2011-2013
Role: Managed a 20 – 30 member team and responsible for undertaking work, planning and delivering tasks within the agreed timescales.
· Received daily workload from the onshore team and coordinated the daily allocation of work. 

· Handled customer requests and queries with focus on achieving daily targets and desired quality.

· Monitored and provided clear instructions to supporting staffs in completion of daily work.

· Develop employees by improving their job skills and communication through training programs.

· Scheduled team meetings and conducted presentations to improve awareness about business objectives

· Created access rights for new joiners and conducted regular housekeeping with respect to attrition. 

· Investigate errors and prepare error analysis reports with Corrective and Preventive Action.

· Prepared and submitted minutes of operational calls and meetings.


· Headed Project Transition Team in UK.
· Selected & undergone onsite training in UK for 3 times as part of project transition.
· Awarded “1st Class Trainee” in recognition of the Training completed in Scotland, UK.
· “Performance Excellence Award” for the performance in RR Donnelley.

Caravel Logistics Private Ltd, Egmore, Tamil Nadu.
Junior Executive Documentations






          (2 Months) 2010
Role: Responsible for Export documentation Preparation & Invoice preparation.
· Provided fast and expected services to the customer.

· Handled customer queries, telephone calls and Emails.

· Assisted inventory management team

· Assisted in EGM & IGM preparation.

Perfect Xerox, Kollam, Kerala

Sales Executive









(1.4 Years) 2007-2008
Role: Responsible for handling inbound & outbound service calls.
· Maintain and update Service Logs.

· Responsible for handling routine activities in the office.

· Ensuring proper coordination with the service engineers in attending the service calls of customers.

·  Conducting demonstration of new products to prospective as well as existing customers.


· MBA (Logistics & Shipping), VELS University, Chennai  2010

· M.Com (Finance),  Kerala University, Trivandrum 2006

· B.Com, Kerala University, Trivandrum 2003


Diploma in Computer Applications, LBS, Trivandrum.
MS – Office (Word, Excel, Powerpoint, Outlook), Lync.

Internet Skills.

Typing  Speed: 50 – 60 WPM.


Date of Birth

: 31.10.1981
.

Nationality

: Indian.

Marital Status

: Married.

Languages Known
: English, Hindi, Malayalam & Tamil.

Interests

: Listening to Music, Photography & Motor Sports.

I hereby declare that the above mentioned details are true and best to my knowledge and belief.
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A team leader with 4 years experience in Team Management / Customer Service good at handling a variety of tasks efficiently, looking for Administrative / Team Leader positions with focus on Customer Service / Customer Relations in growth oriented, open cultured organizations to build a career in Administration / Customer Service.
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