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OBJECTIVE

Seeking a challenging career in any suitable job with a distinctive organization, having an operation that provides a motivating work environment, as well as an opportunity for career advancement in order to increase, enhance, broaden and properly utilize my qualifications and experience. 
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PROFILE SUMMARY 
· Have 8 years experience in India including Military service. 

· Worked successfully in different companies in India 

· Career History – Started career as a Solider technician in Indian Army and in BPO sector worked from a HR executive operations, Verification specialist and recently held the position of Customer support representative

· Can work under pressure. 

· Friendly, enthusiastic, determined and committed team player. 

· Effectively interfacing with people at all levels. 

PERSONAL ATTRIBUTES 
· Team player 

· Excellent interpersonal skills 

· Quick learner & Good Administration skills. 
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PROFESSIONAL EXPERIENCE: 
June 2015 to Dec 2015                 Customer Support Representative 


PEAK, Chennai, India. 
Responsibilities

· Providing Computer technical support via online 

· Answering to enormous amount of Inbound calls 

· Chat support

· Providing adequate knowledge of product and service information

· Opens customer account by recording customer information

· Maintains customer records by updating account information 

· Placing/Cancel orders

· Resolves product/service related customer complaints 

· Call back to existing customers for rating

· Directing refund calls to financial department

· Placing outbound calls for product updates and renewal 

· Closing calls within the time bound
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Dec 2012 – Jun 2015  
Verification Specialist   
                                                   Neeyamo Enterprise Solutions Pvt Ltd, Chennai, India
Responsibilities
· Data entry of International Background verification process

· Processing application within the turn around time (TAT). 

· Ensuring Target productivity of team members

· Quality check for data accuracy 

· Do research in errors and publishing root cause and cause and effect to the lead

· Re-educate the team regarding process update

· Conducting training program for newbies

· Working towards External ISO audit compliance 

· Amending ISO audit documents 

· Sharing Key Result Area (KRA) to the team 

· Placing outbound calls to Education centers for Education verification

· Follow up via Fax, Email, Phone

· Follow up with vendors to expedite the verification report

· Dispatching the verification reports

· Sharing Billable and Non-billable volume report
· Generating monthly report via dedicated systemized tool

· Submitting Customer Satisfaction Survey report

· Co-ordinate monthly/quarterly/yearly meeting
· Handle client escalations

· Timely response to client emails

Rewards and Recognition
· Quality pundit – April 2013

· Employee of the month – May 2013

· Quality pundit – July 2013

· Employee of the year 2013-2014

· Quality pundit – Feb 2014

· WOW award – Mar 2014

· Employee of the year 2014-2015
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Jan 2003 – May 2008 
Soldier Technician/ Aviation Fitter (5 years 4 months) 
INDIAN ARMY 
· Maintenance of Rotary Wing Aircraft

· Checking of Choppers prior to take off with in a few hours of landing, regardless of time

· Conduct periodical services based on flying hours

· Maintenance of service books 

· Trouble shooting

· Handling/Servicing ground support equipment
· Placing orders in Logistics

· Marshalling Choppers for safety landing

· Foreign object disposal parade for flight safety

· Safe guarding security lines to avoid intrusion

· Providing Back end support to CIOP’s
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EDUCATIONAL QUALIFICATION 
· Bachelor of Engineering (Computer science)

(Syed ammal engineering college, Tamilnadu, India - 2012) 

· Diploma in Aeronautical Engineering
(Military college of Electronics and Mechanical Engineering, Secunderabad, India - 2008) 
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COMPUTER SKILLS 
· MS Office Applications (Word/Excel/Power point)

· Adequate knowledge in using, Internet for information retrieval 
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TYPING SKILLS
· Typewriting English – 50 WPM with an accuracy above 99%
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PERSONAL DETAILS 
	Date of Birth 
	1st June 1983 

	Sex 
	Male 

	Nationality 
	Indian 

	Marital Status 
	Married 

	Visa status


	Visit Visa 

	Driving License 


	Valid Indian Light vehicle. 

	Language Known 
	English, Hindi & Tamil. 
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