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CURRICULAM – VITAE

RAJAT
RAJAT.366806@2freemail.com  

PROFESSIONAL EXPERIENCE


TATA Motors Finance Solution Ltd



Jun 2016 – Nov 2016
Area Collection Manager-Recoveries (Haryana) Commercial Vehicle

Team Size Handled –
45 Peoples 

5 Team Leader, 40 Field Executives. 

Work Profile / Responsibilities:
· Work with the team members to create a clear goal plan for the team and each individual within the team.

· Review the overall performance of the team as per defined and ensure that team members achieve the required performance targets and standards in accordance.

· Monitor and report progress and performance, provide feedback and take appropriate corrective action. Ensure that individual targets and deadlines are met and each individual team members to create a high-performing.
· Ensuring documented feedback.
Ensuring legal guidelines are complied with while repossessing of products.
Ensuring audit queries are complied with.
Ensuring adequate Feet on Street availability area- wise.

· Ensure that the team adheres to the defined processes and policies while dealing with delinquent customers.Timely MIS reporting to all concerned.


Parsavnath Developers Limited

Manager –
 CRM-Collections





Feb 2014 – May 2016

Work Profile / Responsibilities:
Customer Service:
· Responsible for post sales customer documentation work for the project.
· Preparation of allotment letter and payment schedule. Handle transfers, cancellations, additions of customer’s transactions.
· Preparation of Monthly progress/payment demand letter and ensure payment collection on time.
· Monitor accurate and timely sales documentation - Like Application forms, Allotment Letters, Agreement for Sale / Construction, Demand Notices, Sale Deeds, Tripartite Agreements/NOC for Banks Closely Monitor Project Wise.

· Handling queries of customers and correspondence.

· Responsible for all outward and inward documents of customers.

· Act as an interface between customers, internal architects and project engineers with respect to modifications in the apartment.

· Ensure completion of possession formalities.

· Receiving customer complaints and coordinating with the concerned department to ensure closure of the same during construction and after possession under defect liability period.

· Prepare weekly and monthly reports pertaining to the status of documentation work, payment collection, outstanding payments and payment receipts with respect to modification work.
Collection Process:

· Keeping track of demand generation of the customer’s timely delivery of demand letters. 

· Follow-up with clients for Collection of Outstanding dues respectively and ensure timely collection against the demand generated.
· Following various collection process like sending reminders, calling customers etc. for clearance of overdue amount.

· Collecting payments from customer and timely submission of cheques in bank keeping track of the cheques clearance with the coordination with accounts department.
· Timely generation and delivery of invoices to the channel partners. Timely collection of the overdue amount against the brokerage invoice generated.
Backend Operations:
· Preparation of various daily, weekly and monthly MISs, like sales reports, collection reports, outstanding reports and others as required by the management.
· Debtors Ageing Reports and Analysis for the Reasons for such Ageing. Collection Tracker & related reports. Collection accounting & reconciliation related activities up to Audit.
· Periodic reconciliations of account statements with channel partners, issuance of credit and commission notes.

· Processing and verifying the channel partners commission invoices, checking timely release of the commission and credit note payments.
General Administration
· Monitoring adherence to statutory code of conduct & compliance.

· Writing reports of daily activities and irregularities.

· Liaising with various external agencies for seamless operations.


UNITECH LIMITED 

(Gurgaon, Dehradun) 

Deputy Manager –
 CRM-Collections




May 2011 – Jan 2014
Team Size Handled –
3 Peoples 

1 Backend Executive, 1 Telecaller, 1 Field Executive. 

Work Profile:

· Handling Customer complaints queries post-sale by way of mails and calls.

· Handle walk in customers ensure maximum satisfaction.

· Monitoring of the cases where Demand are sent.

· Handle transfers, cancellations, additions of customer’s transactions.

· Interact with Legal, Sales & Finance for various complains and queries.

· Ensure collection against demand, issuance of receipts, and reminder/dunning to customers.

· Post sales activities like logins, validations, invoicing, reconciliations and collection.

· Co-ordination with Sales, Finance, Business Excellence and Business Development Team.

· Single point contact for customers with regard to any documentation, queries or requirements.

· Monitor accurate and timely sales documentation - Like Application forms, Allotment Letters, Agreement for Sale / Construction, Demand Notices, Sale Deeds, Tripartite Agreements/NOC for Banks Closely Monitor Project Wise.

· Preparation of MIS - Monthly Sales Reports, Collections, Feedback.

· Coordination with Marketing, Sales, Finance and Engineering for handling customer issues, if any.
· Coordinating with Banks, Preparing TPT, PTM and Receipts.

· Follow-up with clients, Channel Partners for timely payment.

· Handling the Documentation process, Cancellations, Refunds and Transfers. 

· Maintaining the healthy relations with customers and Brokers.
· Keeping the Customers update about the construction status and changes.

· Preparing the Broker's MOU and takes care of their Brokerage Bills.

· Quick Response to customer's query via letters, phone and emails.

· Delivering satisfaction and winning faith and trust of the customers for the company.

HDFC BANK LTD

 (Dehra Dun, Saharanpur, Ludhiana Hub)




Deputy Manager  – 
Collections (Credit Cards)


January 2007 – April 2011

Team Size Handled –  
5 Peoples, 3 Collection Agencies

2 Telecallers, 3 Inhouse Executives.

Work Profile:

· Appointment of Collection agencies.

· Strong in collection MIS, planning and achieving collection targets. Innovate & design strategies, plan & execute them to achieve collection targets.

· Handling internal as well external audits. Conducting timely audit of collection agencies.

· Preparing the Daily, weekly and monthly MIS reports and Vintage analysis. By carrying out routine visits (customer) as planned.

· To regularly visit defaulted customers for the updating & collection of overdue amounts.

· To effectively manage all customers related complaints and issues.

· Continuous follow ups and direct interaction with customer in resolving receivables issues.

· Communicating to legal department for legal action for cheque bounce cases.
· Conducting lok adalats, and coordinating with legal departments for the cases where in legal action has been initiated by the bank or against the bank.

ICICI BANK LTD 

(Lucknow)

Senior Officer – 
Auto Collection



February 2006 – January 2007

Team Size Handled –  
2 Peoples, 2 Collection Agencies

2 Inhouse Executives.
Work Profile:

· Collection against the overdue amount against the new car loan.
· Strong in collection MIS, planning and achieving collection targets. Innovate & design strategies, plan & execute them to achieve collection targets.
· Repossession & release of vehicles, timely auction of repossessed vehicle that are not released.
· Clearing internal as well external audits. Conducting timely audits of collection agencies.
· Preparing the Daily, weekly and monthly MIS reports and Vintage analysis. By carrying out routine visits (customer) as planned.
· To regularly visit defaulted customers for the updating & collection of overdue amounts.
· Conducting lok adalats, and coordinating with legal departments for the cases where in legal action has been initiated by the bank or against the bank.
· Continuous follow ups and direct interaction with customer in resolving receivables issues. 


D D Motors 

  (Dehra Dun)

Sr. Sales Executive - Sales & Auto Loans


August 2004 – February 2006

Work Profile:

· Planning marketing strategy to promote sales.

· Looking after planning of stock of vehicles for entire month and for future coming requirements.

· Responsible for developing business relations with business partners (DSA / DMA) and being an effective handling in-house loan cases till the final disbursement.

· Assisted customer with all vehicle features and prepared all required paperwork. 


Oberai Motors 
(Dehra Dun)

E.D.P Executive






October 2001 – July 2004

Work Profile:

· Maintaining LAN.

· Trouble shooting day to day system related problems.

· MIS Preparation.

EDUCATION


· Bachelor of Computer Applications from MCRP University Bhopal with 68% (2001).
· 10+2 from CBSE Board with 63% (1998).
· 10 from CBSE Board with 54% (1995).
Page 3 of 4

