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Sharjah, UAE

 Email: bincy@2freemail.com
Personal Details
Name             : Bincy
Sex
           :   Female
Marital Status :   Married

Nationality      :   Indian

Current Place  :   UAE

Date of Birth   :  08-09-1985
Languages Known  :  English ,Malayalam, Tamil,          

Visa Status   : Husband Visa (Transferable)
 
	CAREER OBJECTIVE
OBJECTIVE: Seeking for a financing profession in Management, or an exciting opportunity that offers career progression.
Master of Business Administrational (MBA) professional    with proven skills in handling documentations, administration   and operations functions with excellent knowledge of Office management, Client relationship, Finance and Marketing.
ACADEMIC PROFILE
Sl.No
Course
University
Year
%
1
MBA
MG University
2009
60%
2

BCOM
MG University
2007
    52%
( COMPUTER COGNIZANCE



 WINDOWS ’98, WINDOWS ’2007, MS Word, MS Excel, 
WORK EXPERIENCE

Sl.No
Organization
Country

Year
term
1
Muthoot Finance Corp. LTD
Kerala _ India
2010-2011
1
 PROFILE SUMMARY 

· Outstanding Exposure in Management administration and documentation.

· Ability to use sound management skills and effectively perform in a self-directed environment.
· Ability to manage operations within budgetary constrain



	Hobbies :

Reading and Travelling

	WORK EXPERIENCE 

CUSTOMER SERVICE EXECUTIVE
Muthoot Finance Corp. LTD (Kerala).

 Duration
         :-  2010 to 2011
  Job Profile
· Manage commercial communication, administration and related duties in the organization.

· Oversee and coordinate office administrative procedures, review, evaluate and implement new Procedures establish work priorities and ensure deadlines are met and procedures are followed  

· Ensure all activities performed as per set parameters, measure activities, analyze problems and provide report to management.

· Acting as a catalyst for change and improvement in performance/quality & setting customer service standards.

· Ensures and provides quality service to both internal and external customers.

· Participates and provides expertise as a member of the customer service’s departmental team.
 AREAS OF EXPERTISE
· Record Keeping.

· Quality Assurance & Training.  

· Customer Service 

· Administration 

· Team Building

DECLARATION

I, hereby declare that the above information’s provided by me are true to the best of my belief and faith. 

Date:                                              Bincy 


Bincy

















