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DURGA    
DURGA.364329@2freemail.com                  
Office Operations, Admin & Coordination  
OBJECTIVE:

I offer candidature with my14+ years of Experience in Administration, Operation & Management in leading MNC’s. Looking for an opportunity to work for an Organization where I can completely utilize my skills for Organization and Career Growth.
PROFESSIONAL EXPERIENCE:
Sollet Soft Solutions Pvt Ltd:

 Working as a Team Lead For entire Back Office Operations in Sollet Soft India Pvt Ltd at Hyderabad, India form 2014 to till date.
Reliance Life Insurance Company Ltd: 

Worked as a Senior  Customer Care Executive in Reliance Life Insurance Co Ltd  at Anantapur Regional Office, India From Nov 2007  to 2014.
Brink’s Arya India Pvt Ltd:
Worked as a ATM & Vault Officer in Brink’s Arya India Pvt Ltd at Vijayawada, India from 2002 to 2007.

AREAS OF EXPERTISE:

Operations,
Customer Relationship, 
Team Handling & Co-ordination, 
Client Handling,
Client service,
Underwriting Operations,

· Managing, directing, planning, organizing and coordinating the day to day operations of the services as assigned by the company.
· Adhere to established business practices to ensure that all issues are properly communicated and resolved in a timely manner.
· mentoring and motivating taking care of SPOCS – HR, Administration, Facilities department

· Resolve all people issues escalated by the Manager determine their satisfaction levels & identify means of positively impacting the same.

· Establishing, maintaining and improving relationship with lower division staff and senior officials to ensure smooth process of operations
· Responsible to ensure discipline between team meets the daily operational duties.
· Ensure all daily, weekly, monthly and periodic works& reports completed in timely & accurately according to policies and procedures.

· Handle a team of members taking adequate measures for maintaining balance between different departments
· Participated in various back office audit operations with office heads for audit preparation
· Giving valid inputs to tech support team to resolve system issues, i.e., system availability, data integrity issues, system enhancement etc.
· Ensuring timely delivery as per TAT for closing issues.

· Responsible for all cash management activities like maintaining the daily closing cash balance within the specified limit

· Periodical reconciliation of vault registers branch accounts and reports.

· Took part in clearing activities like inward clearing outward presentation and other clearing house activities

· Maintain the daily MIS, Co-ordinate with HO for Issuance.

· Preparing various periodical reports to be sent to corporate office. 

· Overall Responsible for Customer Service Branch financial activities.

· Close Coordinating between customer and Ho for smooth process. 

· Follow-up for employee & dependent Medi-claim status.

· Handled back office operations for different branches ensure with process and procedures adherence.
· Monitor staff performance and provide timely feedback to both staff and management

· Maintaining & Updating the Daily Staff Attendance, leave in E- Attendance system. 
· Monthly attendance sheet duly signed and stamped from all the corporate to be given to accounts department for salary process.
· Recording the Branch daily expenses in online Imprest system with finance manager approval.

· Reconciling the Petty cash expenses & settlement of vendor’s bills and submitting to HO for Payment
SPECIALIZED SKILLS: Administration, Management, & Supervisory:
 Having 14+ years of experience in different organization departments like Administration, Operations and Customer care / in India ( Able to work with minimal supervision under high level of pressure in order to achieve the goal with best of my Professionalism, Sincerity, Highly commitment of ownership( to ensure smooth process of operations without any escalations ( Involve in all admin , support activities(Timely completion of assigned task with continues monitoring of team members ( Strong Customer abilities ( Proactive responsible oriented and passionate to achieve the goals with strong initiative and dedication.
ACHIVEMENTS: 

 With above personalized skills during my 14+ years experience occasionally I have been appreciated and awarded with certificate and momentums by topmost superiors for my best participation and dedication of work.

EDUCATION:
  2006 MBA (Finance & Marketing)Venkat College of IT & Management, Allahabad Deemed University
  2000 B.Com HRD Degree College, Osmania university , Hyderabad, Telangana, India.

LANGUAGES:

   English – Excellent reading, writing and speaking.
   Hindi – Excellent reading, writing and speaking.
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