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GANESH 
GANESH.372293@2freemail.com 

Summary
1) 4+ years Customer Service Experience.
2) Outstanding customer service skills; diplomatic and patient with all types of individuals and organizational levels.
3) Exceptional telephone personality, able to build rapport with every caller.
4) Independent and solid team member with excellent customer service abilities.
5) Flexible and willing to learn new things.
6) Professional in appearance and strong work ethic.
___________________________________________________________________________

Key Skills

Client escalations, Email support, Process Documentation, Inbound and Outbound Customer support, System Administration, Basic knowledge in MS-Word and Excel

___________________________________________________________________________

Professional Experience 
Amtex Software Solutions Private Limited, Chennai                                                            
15/05/2015 – 23/02/2017    
Customer Support Executive

1) I worked for Client: Euroflex Americas (International Voice Process). 
2) My nature of the job is taking Inbound calls speak to Customers regarding the Product Demo/Installation and Complaints about Home Based Products like Vacuum Cleaner, Steam Mop, Iron Board. 
3) I would help the customers regarding any Product Replacement, Sales, General Enquiry and Product technical information.
4) Used to work with two logins, Support and Sales login and to verify the Street Address and Zip code of US Customers we log on to USPS website and the last is Whitepages website for the Phone directory.
5) Used to help the customers for example if the customer calls for registering the product we would ask for Invoice/Purchase bill of the product.
6) As per the Client policies, we need to follow certain protocols for the Product Replacement Procedure.
7) For every sales call, we used to ask the Customers Information, Product model number and there is any tax applicable that also we need to educate the customer and finally we generate a Call reference number.
8) Prepare daily reports for Sales, Replacement pending and send to Client.
9) Assist in the collection and documentation of user requirements.
Prometric Testing Private Limited, Chennai                                                                                     
26/06/2013 – 31/01/2014  
Test Centre Administrator

1) I had delivered many International exams daily like GRE, TOEFL, PMP, SCHS, SCHQ, DHA and Microsoft Certified Exams.
2) Delivering Exams can be done only with Original Government Issued ID Proof, “NO” duplicate or photo copies are allowed, if so candidates will not be allowed for the test as per client policy. All Exams are computer based testing.
3) Candidates are provided with locker system and locker number to keep their belongings.
4) As per the client requirement and their security policies, the test is conducted capturing candidate’s photograph and their Biometric finger print capture. 
5) During the test, if the candidate needs any help they need to raise their hand. After that as TCA, I would help them for any technical or non-technical issues. 
6) There are lots of Clients so have to follow different client policies as per each Client Practices. For example, if the student comes and writes for GRE exam they must have to bring the only Passport. But if the candidate writes an exam like PMP they can have Driving License, Pancard, and Passport. 
7) Need to proctor for every ten minutes and check that everything goes well inside the test room and it is mandatory that I need to follow as TCA.
8) Need to check each and every day that audio and video check is working properly only then I can allow the candidates to write their exams.
9) Maintain good & effective communication within the team to give quality testing environment. We have a separate team known as Help desk which they operate from remote service from Head Office (Gurgaon) and resolve any technical or non-technical issues during the test time.
10) Assist in the collection and documentation of user requirements. We provide Feedback forms regarding the test environment at the end of the exam to the candidate and we used to document those and also during the test time if the candidate name or address needs to be corrected or updated we generate Centre Problem Report where we need to document and also be kept for Audit purpose.
Serco Global Services, Chennai                                                                                               
16/04/2012 – 07/06/2013 
Senior Customer Service Executive

1) I worked for Client: Barclays Bank, Team: Security Taking, Process: Release and Maintenance (International Non-Voice Process). 
2) The nature of work is Releasing the account of the customer after they repay the loan or releasing request from the branch.
3) I can release the account by using the Customer Gateway Application. 
4) There are two types of software applications namely Siebel and ADIR. In Siebel, we can create, write any information whereas in ADIR we can only amend or update and also we can delete the data of the customer but can be done only with the approval of the branch or the customer.
5) I maintain the account like updating or amending the customer’s account can be also done only by the approval of the branch or the customer.
6) Used to call the Onshore team (UK) if any queries regarding the customer documents.
7) For each request from the branch or the customer, we call it as a case. There are several types of cases, in which each case are assigned according to the Sub Process from the Work Force Management (WFM).
8) Any updates regarding the process that we receive from Onshore needs to be updated and documented for Audit purpose. Regarding updates we receive emails or by calling the Bank Process Experts. 
Allsec Technologies Limited, Chennai                                                                                               
01/07/2011 – 09/04/2012           
Customer Care Executive

1) I worked for Clients: Samsung India Electronics Limited and Panasonic India Limited(Domestic Voice Process). 
2) Used to take calls for Customers and Dealers in three different languages like English, Tamil and Telugu.
3) In Samsung India Electronics Limited my nature of job handling Inbound calls speaks to Customers and Dealers regarding the Product Demo/Installation or Complaints about Home Appliances Products. 
4) I was trained for technical skills in Panasonic India Limited regarding Product Knowledge and used to resolve the issues for the customers via telephone.
5) Used to call Customers regarding Customer Satisfaction Survey for the Home Appliances Products.
6) Used to work through offline like registering customer information which is given in Application Forms or else we receive the data through email in Excel sheet. This work is done only when the call flow is average or less. 
7) Identify and communicate technical problems, processes and solutions.
8) Prepare reports, manuals and other documentation on the status, operation and maintenance of software.
9) Assist in the collection and documentation of user requirements.
Certifications

  1) Completed VOICE AND ACCENT TRAINING program at APEX Training Institute in the year 2011. 
  2) Completed Computer Hardware Engineering training at Indian Institute of Hardware Technology Ltd in                      the year 2005.







Other details 

B.Sc Computer Science (2007) and MCA (2010) 

Date of Birth - 01 AUGUST 1986

Languages have known: English, Tamil and Telugu   

References  
Available on request 
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