RUBY
Ruby.342608@2freemail.com 
[image: image1.jpg]


[image: image2.jpg]



CAREER

OBJECTIVE

	
	
	
	Highly skilled, focused, and resourceful professional with 4 years’ diverse working

	
	
	
	experience  in  the  fields  of  Customer  Relationship  Management  (CRM)  in

	
	
	
	Collections Department for  Citibank and Production Support  Associate for

	
	
	
	Deutsche Bank. To enhance business practices, increase productivity and boost

	
	
	
	revenues by innovative management techniques, systems and procedures. To

	
	
	
	communicate effectively within the internal team members and customers and

	
	
	
	clients to build up good relations to maintain a better working environment.

	
	
	
	Aspire to work in a challenging and dynamic management position in Back

	
	
	
	Office, Customer Service and Public Relations where I can apply my skills and

	
	
	
	offer  my  widespread  expertise  towards  supporting  the  objectives  of  an

	
	
	
	organization that rewards reliability, dedication, and solid work ethics with

	
	
	
	opportunities for professional growth.

	
	
	
	
	
	

	AREA OF
	Good efficiency and knowledge in employing best business practices to ensure

	EXPERTISE
	that the services and processes supporting the organization go on smoothly.

	
	
	
	Proficient at handling day-to-day activities in coordination with internal / external

	
	
	
	departments for smooth business operations.

	
	
	
	Target oriented performer who is good at multitasking and time management with

	
	
	
	good prioritization skills, thereby making it easier to perform under pressure and

	
	
	
	meet deadlines targets.

	
	
	
	Skilled in optimizing team’s dynamics, uniting diverse agendas to a common goal,

	
	
	
	and harnessing strategic and operational drivers to deliver results.

	
	
	
	
	
	

	KEY
	
	Back Office

	COMPETENCIES
	
	Process & Performance Management

	
	
	
	
	Customer Service

	
	
	
	
	Employee Relations

	
	
	
	
	Executive Communication

	
	
	
	
	
	
	


	PROFESSIONAL
	
	TATA CONSULTANCY SERVICES
	

	EXPERIENCE
	
	
	Mumbai -India

	
	
	
	

	
	
	
	

	
	PRODUCTION SUPPORT ASSOCIATE IN DEUTSCHE BANK INTERNET

	
	
	
	PROJECT

	
	JOB PROFILE: SENIOR INFORMATION PROCESS ENABLER

	
	
	(1st SEPTEMBER 2016 – 2nd DECEMBER 2016)


Responsibilities:

· Providing solution to customers regarding their issues and concerns. Escalating issues to relevant departments which could not be solved over the phone to customers and getting back to customers with providing customer satisfaction solutions.
· Ensuring that the organization has the most secure and suitable working environment for its employees and their activities.
· Meeting day-to-day administrative needs and coordinating with different divisional heads to understand their requirements and ensure smooth functioning and quick resolution to issues to avoid business impact.
· Conducting trainings and refresher trainings for team members
· Assigning task to each team members on day to day basis.

JOB PROFILE: INFORMATION PROCESS ENABLER

(From 11th June, 2014 – 31st August 2016)

Responsibilities:

· Handling four applications DB-Internet, DB-Coral, Aquarius, IDMS.
· Monitoring daily End of Day as after bank closes need to monitor the payments, statements, files that process. Also, holding the End of day in case if previous day processing is not completed.
· Answering hotline calls and providing necessary resolutions or passing to the level 2 team.
· Creating Incident Tickets in case of investigation and Service Requests in case to provide any information and assigning further to level 2 team for further action from their end.
· Performing Quarterly Release and Disaster Recovery Release Activity
· Performing Swift BIC Activity on monthly basis that is updating of BIC code of Banks in Db-Internet Application.
· Investigating issues relating to unprocessed files and stuck payments
· Providing Statement Reports on request of Customers.
· Monitoring of mailbox and taking necessary actions on emails within the SLA time.
· Generating reports like MIS, KPI, GTP, Aging Reports, and Statistics Reports on daily and weekly basis based on Senior Management requirements.
· Solving IDMS application login issues.
· Monitoring Germany ATMS with the help of tools like Geneos Management and Technical Dashboard, Kibana, Dap Portal Servers.
· Maintaining healthy and productive employee-customer relations.
COLLECTIONS DEPARTMENT FOR UK MORTGAGE PROJECT JOB PROFILE: PROCESS ASSOCIATE (From 29th November, 2012 – 09th June, 2014)

Responsibilities:

· To serve UK based customers by consistently being up the curve on UK Future Mortgages Ltd & CitiFinancial products, processes and developments.
· Providing relevant account information and resolution of customer issues by providing pro active, adequate, quick and suitable solutions.
· Multi-tasking ability to co-ordinate multiple activities on a day-to-day basis.
· Process work includes Providing outstanding balance and statements to the customers and third parties, Amendment of customer address and other static data, Requesting for Copy of agreement, Issuing Direct Debit Mandate, Query Resolution for General Customer Correspondence, calculating and providing costs involved in litigation processes.
· Maintaining a steady control on the parameters of Functional & System Analytical Skills, Customer Focus, Team Work, Problem Solving, Planning & Time Management and Compliance.
· Maintaining day-to-day controls like DCFC, Internal Quality Checks of process and letters.
· Proactively identify process issues and ensure its prompt resolution.
· Training New comers or existing members in the all the sub processes.
· Maintaining Audit purpose documents
· Attending weekly and monthly calls with clients.
· Preparing MIS Trackers and Letter logs on daily basis.
· Conducting refreshers and maintaining test papers, question banks for the process.

	
	
	
	Compiling data and preparing a consolidated report on daily basis and

	
	
	
	monitoring all kinds of MIS reports based on Senior Management

	
	
	
	requirements.

	
	
	
	Supporting the top management in developing/ formulating procedures,

	
	
	
	service standards and managing smooth business operational policies,

	
	
	
	planning & implementing effective control measures.

	
	
	
	
	
	

	
	ACHIEVEMENTS
	
	Received an appreciation and award from Client for yearly performance

	
	
	
	for year 2013-14.

	
	
	
	Received  on  the  spot  award  on  10th  February  2015  for  outstanding

	
	
	
	contribution in the organization.

	
	
	
	Received from Deutsche Bank client an appreciation and award from

	
	
	
	Client for yearly performance for year 2015-16.

	
	
	
	Promoted as Senior Process Associate on 1st September 2016.

	
	
	
	
	

	
	EDUCATIONAL
	
	B. Com -V.K. Krishna Menon College, Maharashtra with 1st class (74%) 2012

	
	HISTORY
	
	H.S.C - V.K. Krishna Menon College, Maharashtra with 1st class (71.5%) 2009

	
	
	
	S.S.C - St. Mary’s Convent High School, Maharashtra with Distinction (76%)

	
	
	
	2007
	
	

	
	
	
	Knowledge in MSCIT and Tally

	
	
	
	
	

	
	CERTIFICATIONS
	
	Risk Control Self Assessment (RCSA)

	
	AT TCS
	
	Fraud Awareness

	
	
	
	Information Security

	
	
	
	Agile

	
	
	
	ITIL



IT SKILLS

Strong Communication and interpretation skills

· Excellent desktop user with all current updates
· Comfortable with Microsoft Office

	PERSONAL
	Date of Birth
	:
	December 25th, 1991

	PROFILE
	Sex
	:
	Female

	
	Nationality
	:
	Indian

	
	Marital Status
	:
	Married

	
	Languages
	:
	English, Hindi, Marathi & Konkani

	
	Hobbies and Interest
	:
	Reading, Listening Music, Carom

	
	
	
	And interacting with people of

	
	
	
	Different Culture

	
	
	
	

	
	
	
	



DECLARATION: I hereby declare that all the details furnished above are true to the best of my Knowledge.


