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 SHARMILA 

Contact Details

Email
           : sharmila.335073@2freemail.com 
Personal Particulars

Age

: 31 years

Date of Birth
: 13 May 1985

Nationality
: Malaysian

Gender

: Female

Marital Status
: Single

Qualification

Qualification

: Diploma

Field of Study

: Information Technology System

Major


: Information Technology

Institute/University
: National Institute of Information Technology              

CGPA


: 3.2/4

Graduation Date
: Dec 2005

Employment History

Sept 2014 - Current  (Hong Leong Bank )

Hong Leong Online Executive for Correspondence & Email handling.

Last Withdrawn Salary :RM3650

Reason for leaving:Moved on for new challenge.

Scope of job: - Handling emails and monitoring follow up emails

-Analyse and perform investigation within the timelines agreed with (Service Level Agreement).

-     Ensure investigations is done from first level till  the last.

· Ensure daily and monthly individual productivity target as determined by the management are met.

· Ensure all rejected service request and open cases are completed within the set/agreed up on timelines.
Jan 2013 - Jan 2014 (Citigroup Transaction Services (M) Sdn Bhd)

AML (Anti Money Laundering Operation Support Analyst-Worldlink)

Last Withdrawn Salary :RM3500 & Allowances:RM1200

Reason for leaving:Moved on for new challenge.

Scope of job: - Analyzing & Monitoring & Investigating Corporate Account for US Citibank.

-Analyse and perform investigation within the timelines agreed with the Team Leads to ensure the Hub operates accordingly to the SLA (Service Level Agreement) set with the client-    Ensure investigations meet established standards in line with GSOM, citi policies and procedures. This covers quality alert dispositions and correct case investigations outcome.

· Ensure daily and monthly individual productivity target as determined by the hub management are met.

· Ensure all rejected cases and QA Re-Open cases are completed within the set/agreed up on timelines.

· Ensure rejected cases are kept at minimum and not exceeding.

Dec 2010 -Dec 2012 (Standard Chartered Bank Malaysia (Scope International))

Customer Care Unit (CCU) Specialist

Last Withdrawn Salary :RM 3200 & Allowances:RM 700

Reason for leaving : Good Reputation & Opportunity at New Company

Scope of job: - CCU Specialist to handle complaint for Contact Centre & SCB Branches

· Providing timely and accurate responses to complaints in line with Business and Bank regulatory practice.

· Acknowledging complaints promptly and responding to them within set time limits.

· Handling the customer's initial complaint within agreed authority, investigating the cause of any complaints, gathering information from the relevant source and resolving the complaint with fair judgments based on the final findings.

· Responding to ad hoc queries from customer, Senior Management and Risk Compliance

· Maintaining customer related information and highlight to improve Service and Sales standard where appropriate.

Feb 2009- Dec 2010 (Standard Chartered Bank Malaysia (Scope International))

Senior Service Banker

Scope of job: - Senior Service Banker to handle Consumer Banking Segment.

· Attend to all types of inquiries pertaining to consumer banking products.

· Introduce new financial products or new offer or campaigns to customer subjected to banks approval.

· Handling customer's transactions, request, complaints, and other inquiries.

· Assist Team Leaders on other ad hoc tasks on day to day basis.

· Updating customer's information, account information.

· Work with customer's to ensure that contractual service expectations are met on daily basis.

Jan 2008-Feb 2009 (HSBC Electronic Data Processing (Malaysia) Sdn Bhd)

Global Support Executive

Last Withdrawn Salary :RM 2700 & Allowances:RM 350

Reason for leaving :I desired a more challenging and career -oriented position.

Scope of job: -International Support Executive for United States Auto Financing Loans for US based clients/customers.

· Assist US based clients with payments, due date extension requests, account information,billing,repayments date change,cancellation,complaints and other related queries.

· Compile reports on overall customer's satisfactions and feedbacks on service rendered to customers.

· Ability to prioritize and assist customer on all other issues and respond appropriately.

· To assist line management to provide efficient services for enhancements while minimizing risk to HSBC customers.

Jan 2006 - Dec 2008 (Prima Asia Pacific Consulting / Motorola University)

Telemarketing Executive & Administration & Event Assistant

Last Withdrawn Salary :RM 1000 & Allowances:RM 900.

Reason for leaving : Limited Growth at the Company

Scope of job: - Market out Six Sigma Leadership Training Programs Worldwide

· Tele marketing Motorola University Open Programs & Six Sigma to corporate clients.

· Handle registrations for Six Sigma Leadership Training Programs, prepare invoices and payment collections.

· Organizing monthly workshops & In-house training upon request made by clients and the management.

· Preparing all the other ad hoc service needed to an event set up

· Carry out research to expand company databases and to collect feedback surveys from all registered participant.

· Good knowledge of computer skills such as MS word, MS excel, MS access, power. 

· point, spreadsheet

· Exceptionally good communication skills both verbally and written.

Skills

Skill



Years

Proficiency

---------------------------------------------------------------------------------------------------------

IT Related Skills


3

Advanced

Languages

(Proficiency: 0=Poor - 10=Excellent)

Language


    Spoken

Written

-------------------------------------------------------------------------------------

English


    
    10


10

Bahasa Malaysia

     9


10

Tamil


    
     8

 
 0

Job Preferences

Expected Monthly Salary
: RM 3800 -RM4250 (Negotiable)

Last withdrawn Salary 

: RM 3650

Availability


: Immediately

Willing to Travel  

: Yes

Willing to Relocate  

: Yes

