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Industry Preference Any
Profile Summary
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M.A (Masters in English Literature) with over 7years of experience in:
~Customer Services Management
~ Business development
~ Financial Management

~Account Management
~ Human Resources 
~ General Administration

PROFILE SUMMARY
To develop, assimilate and manage knowledge and to apply the acquired expertise for the benefit of the organization.
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NOTABLE ACCOMPLISHMENTS ACROSS THE CAREER
· Provides confidential secretarial and administrative support for the principal executive or executives, to include managing the schedule/calendar, making travel arrangements, screening and handling telephone communications, greeting and directing visitors, and dealing with administrative problems and inquiries as appropriate.
· Serves as a primary point of direct administrative contact and liaison with other offices, individuals, and external institutions and agencies on a range of specified issues; organizes and facilitates meetings, conferences, and other special events, as required.
· Facilitates day-to-day classes to assist clients in gaining knowledge and soft-skills needed to secure employment.

· Conducts classes in an atmosphere that promotes caring and respect in accordance with the Mission and Vision of the organisation.

· Plans, organizes, and administers the prescribed curriculum to clients with the support of the Soft Skills Employment Coordinator

· Assisting with the new business process and working with Finance and Business Managers.

· Cash reconciliations, payment date accounting, monthly reporting and report production, daily modelling, analysis and reporting and financial Analysis.

· Responsible for day- to-day general ledger accounting and reconciliation, financial reporting and analysis for assigned functional areas.

· Perform monthly balance sheet, income statement and changes in financial position/budget variance analysis

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Prepares product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.

· Taking care of US/UK client

ORGANIZATIONAL EXPERIENCE
Sale Advanced Co. ltd.  Riyadh-KSA (Sister Company of Saudi Telecom Company Riyadh) - Since Jan’15 to Jan’17
Designation: Admin Coordinator/HR Associate
Sutherland Global services – Hyderabad

Duration: Feb’12 to Nov’14

Designation: Customer Care Supervisor
 Dell International services - Hyderabad
                Duration: Sept’09 – Oct’11
 Designation: Accounts Receivable Associate         
SITEL India - Hyderabad




Duration: Dec’07 –Sept’09

Designation: Customer Care Associate  
Key Result Areas:
· Attracts potential customers by answering product and service questions; suggesting information about other products and services.
· Open customer accounts by recording account information.
· Maintains customer records by updating account information.
· Taking in/out bound calls for US/UK clients
· Solving their queries and handle their accounts
· Handle escalation calls
· Coordinating with team
· Recharge account over the phone
· Take bill payments for UK customers
· Facilitate decision-making toward the achievement of the budget and strategic plan.
· Support Financial Planning & Analysis (FP&A) business unit analysts by being first point of contact for issues and questions.
· Demonstrate appropriate understanding / working knowledge of accounting principles and internal controls, and apply them.
· Assisting the team by performing the tasks with them

· Helping with training and development

· Completing paperwork (yes, there’s always admin to do)

· Handling complaints (from both staff and customers)

· Helping to hire new staff

· Reporting to senior management / personnel when required

· Composes and prepares written documentation and correspondence for the office; screens and evaluates incoming and outgoing correspondence and prepares responses as appropriate.
· Assists in the coordination, supervision, and completion of special projects as appropriate.
· Coordinates and oversees the day-to-day management of supplies, equipment, and facilities for the organization, as appropriate, to include maintenance, inventory management, logistics, security, and related activities.
· May supervise personnel which may include recommendations for hiring, performance evaluation, training, work allocation, and problem resolution.
· Enhances professional growth and development through participation in educational programs, current literature, in-service meetings, and workshops.
· Performs miscellaneous job-related duties as assigned.
ACADEMIC DETAILS
· MA (Masters in English Literature) with 68% in 2006
· B.Com (General) with 63% in 2004
PERSONAL DETAILS
Date of Birth:

17th Feb 1984

Languages Known:
English, Hindi, Urdu, Telugu and Arabic (Manageable)
Marital Status:                 Married
Nationality:
 
Indian

Declaration:

I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.
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