Curriculum Vitae

Personal details
Name                             
:
Anoop 
Date of Birth
:        
24th of October 1989
Marital Status              :         Married
Languages
:       
English, Hindi, Malayalam, Tamil

Driving License           
:      
India
Place of Issue
:        
Trivandrum
Date of availability
:        
From February 2017
Anoop.362826@2freemail.com

Objective 

I would like to seek a position in Payrolls/ Administration / Customer Service/Client management with constant contact with clients where on my 6 years of experience with different types of services requiring skills in handling clients as well as my proficiency in four languages would be fully utilized to achieve potential employer’s goal of profit maximization.
Educational qualifications:

2007 - 2010       
:
B.Com Income tax law and practices
                                                   Kerala University

2006 - 2007    
:      
AISSCE
                                                   Kendriya Vidyalaya CRPF Pallipuram
2001 - 2002               :       AISSE
                                                   Kendriya Vidyalaya CRPF Pallipuram
Employment history/ Professional Efficiencies
June 18, 2016 – February 20, 2017 : Manager Administration

                                                  INSPA LLP

· Providing administrative support to all the employees.

· Representing one the leading health care service providers

· Supervise the company’s receptionists, administrative assistants and other office personnel. 
· Responsible for the office budget, as well as the maintenance schedules.
· Manage the schedules of the company’s top executives.
· First point of contact for general business questions.

· Human resources duties such as employee orientation, contracts and payroll issues.

· Highly organized multi-tasker, comfortable managing others, providing feedback, motivating the administrative support team and resolving office conflicts.
· Responsible for Issuing memos, drafting business agreements, preparing minutes.
May 14, 2015 – May 18, 2016 : Senior consultant (At&t)

                                                                 Sutherland Global Services, Muthoot technopolis

· Representing At&t which is one of the most leading tele communication service providers in United States.
· Provide excellent customer support, technical support and ensure all the billing query are dealt.

· Scheduling the technicians and make sure that the installations due date is met.

· Make sure that 100% quality and client requirement are met without any escalations.

· Acting SME (subject matter expert), taking supervisory calls, training new batches and make sure that they meet the expected targets without any fail.

· Keeping client in loop and send them the weekly feed backs and reports.

· Managing the team in the absence of Team Leader.

· Conducting weekly one on one sessions and give regular feedbacks to the new comers.

August 11, 2014 – November 14, 2014: Senior CSA (Motor Claims)
                                                                      Allianz Cornhill, technopark

· Representing Allianz which is the leading insurance providers in the UK with   integrated  insurance and claim solutions.

· Provide excellent customer service.

· Make reminder calls/email to clients.

· Ensure Customer Service follow-up methods and claims are complete and meet time standards.

· Work collaboratively with other departments, specifically with repairers/garages, third party insurers and recoveries team  to  coordinate client needs and resolutions to their claims.   

· To resolve customer queries.

· Establish strong, trust-based relationships with clients and other teams.

· End to End Processing of claims.
June 17, 2013-August 8, 2014:  Payroll Administrator (Client Relations & Management)
                                                       NorthgateArinso, Info park Cochin
· Representing Moore pay which is the leading payroll providers in the UK with   integrated HR & payroll solutions.
· Manage Payrolls for UK firms and send reports to Clients.
· Provide excellent client support.

· Make reminder calls/email to clients.

· Ensure Customer Service follow-up methods and procedures are complete and meet

                  time standards.

· Establish strong, trust-based relationships with clients and other teams.
· Communicate effectively with our clients to resolve issues without escalation and insure   client expectations are being met.

· Work collaboratively with other departments, specifically with Client Services Managers to  coordinate client interactions and resolutions to their needs 
      Feb, 2013 – June, 2013:  Senior Customer Service Associate (Representing Equifax)
                                                       UST Global Leela Infopark, Cochin
· To resolve customer queries.
· Possesses knowledge on all loan process.

· Ensuring maximum customer satisfaction.
· Excellent ability to resolve complaints.
· Remarkable ability of oral and written reporting and communication.
· Effecting up gradations in services and subscriptions.
· Manage the metrics parameters to meet specific goals which directly relate to fiscal yearly.

· Acting hr recruiter, Process training for new comers and sending daily report to the managers.

     Sep 16, 2010 – Dec 31, 2012      :   Associate 
                                                                         R R Donnelley Technopark, Trivandrum


· Deals with all the Mails from our Clients.
· Go through the mail and capture the core information. 
· Make sure that all the client requirements are met.

· Contacts the client once the requirement are met and make sure that the required SLA are met.

· Weekly client calls and keep the managers in loop regarding all meeting updates.
· Schedule weekly team meeting for employees, skip level meetings.
ACHIEVEMENTS:
· Represented school at Basketball and cricket championships, and was an active member of Scout & Guides (Rajyapuraskar Holder)

· Player of the RR Donnelley basketball, Cricket and football team

· Was awarded twice with Shining Star of the team
· Handled the role of Fire Warden while working in technopark, trained in emergency evacuation procedure and fire fighting techniques along with emergency first aid.
COMPUTER SKILLS:
General Proficiency 
 -
Windows 2007, Windows XP, Vista.

MS Office 

 -
MS Word, Excel and Power Point.
Drawing

 -
Diploma in 3d max studio

SUMMARY OF SKILLS & ABILITIES:

· Energetic & go-getter.

· Hard working, conscientious, willing to work overtime.

· Able to build relationship   
· Excellent team skills
· Ability to utilize communicative skills
· Willing to learn, fast learner, able to adopt very quickly.

· Well-groomed professional appearance and manner
Interests:   
· Travelling, Photography and Driving/Riding.

· Playing Cricket, Basketball & Football.

· Social Networking and chatting with friends.
· Watching movie and listening to songs.
· Coordinating events.

This is a true copy of my C.V. Should you require any further information or reference, I will be highly obliged to present the same upon demand or at the time of interview.

