Archana S



PROFESSIONAL SUMMARY

· Experienced trainer for Tally ERP9, Peachtree and QuickBooks.
· Hands-on experience in Manual Accounting and Practical Accounting. 
· Highly skilled in collecting the study material. 
· Extensive knowledge of accounting, business, and financial transactions. 
· Ability to explain even the critical contents of a subject in simple language 
· A customer oriented, excellent communicator experienced as a Consultant.
· Expert in resolving issues in making payment related functionalities of AT&T Clients. 
· Expert in duties like signing up new customers, retrieving customer data and cancelling service.
· Excellent in converting the cold chats into new assignment.
· Expertise in taking follow up on a daily basis.
· Expertise in working with a team.
· Expert in MS Office, with a minimum typing speed of 40wpm. 


TECHNICAL SKILLS	

· Programming Languages: - C, C++, Visual Basic, SQL (PGDCA Certification).
· Operating Systems: - WINDOWS XP, 7, 8, 8.1, 10.1 and Microsoft products.
· Accounting Softwares: - Tally ERP9, Quick Books, Peachtree (IAB Certification). 

EXPERIENCE

Position    : Faculty (Accounting)
Company  : G-Tec Computer Education 
Duration   : July 2015 to December 2015 
 
Description:
 I have ability to develop a teaching approach, which helps students to benefit from personal expertise and experience, trained students accounting softwares (Tally ERP 9, Peachtree and QuickBooks), the basics of accounting, business communication and bookkeeping. 

Responsibilities: 
· Individual education plan development.
· Project based learning experience.
· MS Office proficiency.
· Keep track of the students' performance.
· Relationship building, creativity, and strong communication skills.
· Ensure maintenance of proper discipline within the institute premises.

Position    : Consultant (AT&T)
Company  : Sutherland Global Service
Duration   : May 2014 to April 2015

Description:
 Experienced Customer care Consultant who has a strong background in sales and billing. Adept at analyzing a problem and quickly developing a solution, negotiating with disgruntled customers and developing ways to track customer satisfaction.

Responsibilities: 
· Attending escalation chats apart from taking normal chats.
· Conveying the client requirements to the team with regards to the process.
· Attaining daily, weekly and monthly targets specified by the process.
· Adhering to the schedule as prescribed by the TL.
· Arranging Technical support staffs at client location with the milestone time.


ACADEMIA                                                                                                                                                                                                                                                                                                                                                                                                                                             

· B.Tech, scored 62%, Kerala University, 2013.
· HSC, scored 77%, Board of Higher Secondary Examination Kerala, 2009.
· SSLC, scored 85%, Board of public Examinations Kerala, 2007.
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	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Date of Birth
	:
	22-06-1991
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