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	Strengths & Skills

	· Gained 5+ years experience within diversified industry
· Strategic Planning and Business Development Skills
· Proficient with MS Application and Tally 9.0 version
· Solid Management & Leadership Performance Skills
· Possess Integrity, Creativity, Honesty & Teamwork
	· Competency in Customer Service/Back Office Operations
· Prowess in General Administration & Organizational skills
· Excellent Negotiation/Presentation/Interpersonal Skills
· Superb tolerant & handle pressure w/ ease & efficiency
· Proactive - Adaptable to Dynamic Business Scenario
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Bachelor of Science – Saint Anthony’s College, Nehu University, India



      2009 
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Customer Care Exe/Branch Operation – Reliance Nippon Life Insurance Co., Ltd
                     Aug 2017 – Jan 2018
Marketing Executive – Meghalaya Times, India




       Jul 2015 – Jul 2017
Data Entry Operator/Outsourcing – Karvy Data Management Services Ltd., India

       Dec 2013 – Dec 2014
Office Assistant – Kotak Securities Ltd., India





       Sep 2012 – Sep 2013
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Back Office Operations
· Play a lead role in the execution of back-office processes. Direct accurate reconciliation of all daily cash management processes and back office functions including hiring and on-boarding, ordering supplies, expense control, hardware functionality, timesheet management & maintaining employee files. 
· Prepare periodic performance reports for the management based on employees functioning as well as managing and supervising the work of employees.
· Processing – Handle the entire responsibility of processing the projects acquired by the front office including arranging materials or services, tracking delivery of goods, keeping accounts, fixing up appointments, taking feedbacks, etc. and processing work of the clients.
· Data Management – Perform drafting, checking, and storing various documents required by the management including documents related to employees, finance, marketing, etc. Responsible to gather the information, check the authenticity, design a format for representation, and prepare the documents. Make sure the documents adhere to the organizational, legal, and contractual policies.

· Market Research – Study the markets and analyze the behavior of the market under current and future circumstances. Keep track of the economic conditions prevailing in the market whether it is a recession or a boom period. 

· Analysis – Research and analyze go hand in hand. Responsible to interpret the research readings and provide conclusions about the market and consumer trends. Provide the knowledge base, necessary for the management to make decisions.

· Accounting & Finance – Receive bills and receipts from the Front Office Management. Work with Finance department to processes accounts every week, month, and year and ensure the accounts are maintained in accordance with the business laws.
Customer Service
· Lead and develop a team of customer service/call center agents to ensure the highest level of service and support is provided at all times.

· Responsible for the team on day to day basis, act as the sole leader accountable for the direction of Company.

· Supervise Customer Service agents handling contacts via telephone, email or fax channels with varying work schedules.
· Analyze call center statistics through reporting, monitor, track & analyze call volume, productivity & qualitative metrics.
· Create & cultivate a progressive culture within the team by managing individual & team performance expectations goals.

· Positively demonstrate company Core Values by developing trust and respect among peers and management, working in teams and partnering with others through collaborative work ethics, and driving business results by placing a high priority on detail and accuracy to successfully complete all tasks.
· Supervise the activities of agents to maintain and improve customer satisfaction, monitor real-time service levels, and schedule adherence and serve as a leader and point of contact for escalated contact resolution.

· Train, coach and motivate direct reports in customer service, call center operations and procedures.

· Provide strategic and tactical planning for call center operations to ensure operational effectiveness and high-quality interactions with clients.
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Customer Care Exe/Branch Operation – Reliance Nippon Life Insurance Co., Ltd
                     
· Ensured timely and error-free processing of Insurance applications through physical and digital mode.

· Verified and process KYC applications. Effectively handle all compliance issues for all at the branch level.
· Maintained all interaction with HRs and reporting Managers at the branch at different levels & ensure satisfaction to achieve services & delivery quality norms. Responsible for all the office expenses & vendor expenses on a timely basis.
· Maintain records of customer interaction and transactions, document details of inquiries, complaints issues, comments, and actions, were taken. Contribute to the establishment and development of the organization’s goodwill/reputation.

Marketing Executive – Meghalaya Times, India





       

· Checked all the advertisement provided by different agencies in a timely manner through e-mails and check that payment are getting cleared on time for the smooth running of the organization.

· Established leads to the organization in the forms of promotions and marketing for the clients.
· Act as a primary source of charter communications information in a retail outlet, including providing training to sales staff.

· Negotiated and execute an agreement with authorized representatives to display/sell Charter products and services. Maximize implementation of corporate retail agreements with retail outlets within the assigned territory.

· Maintain and develop a good relationship with customers through personal contact or meetings or via telephone etc.
Data Entry Operator/Outsourcing – Karvy Data Management Services Ltd., India


· Played significant role in digitization of all the Data to avoid paper works.
· Entered data from various source documents into the computer system for storage, processing, and data management

Purposes. Obtain further information for incomplete documents and update data and delete unnecessary files.

· Prepared, compile and sort documents for data entry, check source documents for accuracy and verify data and correct data where necessary.
Office Associate – Kotak Securities Ltd., India






· Ensured timely and error free processing of applications. Verify and processing the KYC applications.
· Maintained all interaction with HRs and reporting managers at branch and different levels and ensuring satisfaction by achieving services and delivery quality norms.
	


Internship: Organic Chemistry, Inorganic Chemistry and Physical Chemistry.

· Description: Study on different types and their significances
Projects

· Title 

: 
Reaction and Mechanisms

· Duration 
: 
3 Months
	


Extra Curricular Activities

· Participated in school and college level, the Cricket and Quiz Competition

	


I.T Proficiency
· Certified computer course viz. Basic, Intermediate & Tally 9.0 version completed.
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
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Nationality

:
Indian
Date of Birth
:
16th Nov 1985
Marital Status
:
Single
Visa Status
:
Visit Visa
Languages
:
English, Nepali, Hindi
Reference

:
Available upon request
Profile Synopsis ��





Enthusiastic, Dynamic and Result-driven professional equipped with 5+ year’s record of delivering key significant contributions towards companies’ continued business growth; Demonstrated robust competency in directing a wide range of duties in domains of Customer Care/Branch Operation, Sales & Marketing, General Administration and Clients Relations. Significantly delivered key contribution towards organization’s growth by managing professional development of organization's workforce; equipping staff with knowledge, practical skills and motivation to carry out work-related tasks hence achieve full potential and surpassing performance parameters. Strategic and innovative leader with excellent planning, analytical, problem solving, decision making, organization, coordination, monitoring, time management, communication and interpersonal skills. Seeks a challenging work profile to contribute and work actively where gained knowledge, expertise, and skills will have a valuable impact.





Educational Qualification��





Career Snapshot  ��








Core Competencies ��








Proven Job Role ��








Personal Details  ��
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