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HEMANT 
C/o-Contact:  +971505891826

Email: hemant.379391@2freemail.com 
Career Profile:

· To join a progressive organization, grab opportunities to learn new technologies accept newer and higher responsibilities and thereby enhance and sharpen creative, analytical and technical skills for the benefit of the organization.

Professional Skills/Competencies:
· Collectively Possess 8+ years of professional experience of working in Back-office Operations, Administration.
· Possess excellent verbal and written communication skills

· Proficient in basic operating systems like Microsoft Word, Excel, PowerPoint, v
lookup and 
Internet

· Possess good organizational skills and ability to co-ordinate multiple tasks at once

· Possess impeccable telephone etiquette and good customer service skills

· Possess Professional attitude coupled with pleasant appearance 
· Ability to understand the product and demonstrate their functionality 
Industrial Training

· Creativity & Analytical Thinking approach to problem solving

· The Seven habits Training Program

· Performing for high Standard information skills

· Fish

· Who moved my cheese

· Planning & Prioritizing
Professional Experience:
Teredesai Associates - Legal & Corporate Consultants

Designation

: Operating Officer- in Training 
Department

: Property Loan

Industry

: Legal
Job Responsibilities

· Handling Property Loan documents.

· Verifying Past documents such as Mortgage Deed, Purchase Agreement or Sales Agreement, Non Agriculture Certificate (N.A Report), Index page, Municipal Tax Receipt and others.

· Verifying past history of property from Registrar Offices

· After all Searches done and then Title Certificate is issued on basis of case study. This is issued by Manager Level.

Office Beacon Pvt. Ltd. 

Designation

: Team Member

Department

: Material Master

Industry

: KPO –US based

Job Responsibilities

· Maintaining Material Records on SAP such as production order, material types, goods issued, good receipt, Purchase order, Sales order, delivery note & others.

· Company mainly deals with children toys - Hatchimals & Dragons.

· Additional deals with Construction equipment records.

· Work allocated Sites – U.S, Canada & Hong Kong.

Healthcare Infomatics Pvt. Ltd.

Designation

: Billing Coordinator

Department

: Medical Billing

Industry

: KPO –US based

Job Responsibilities

· Online Insurance Eligibility 

· Emails thru Insurance Verification

· Medical Billing Demographics entries

AltiSource Business Solutions Pvt. Ltd.

Designation
: Associate

Department
: Document Verification & SWBC- Financial Services

Industry
: BPO

Job Responsibilities
· Verifying Homeowners Insurance Policy documents

· Entering Dwelling Coverage insured - interiors walls and flooring

· Policy no, Replacement cost Coverage amount, Effective and Expiry date, Insure name and others fields.

· Addition to verify policy type – Flood or Wind policy

· Insurance Premium amount to filled

BA (Bank of America) Continuum India Pvt. Ltd. 

Designation
: Senior Team Member

Department
: 1) Investor Audit

 

  2) Tax line Setup

  

  3) Workout Tracking Indexing

           

  4) Workout Assessment

 

  5) Titanium

 

  6) Workout Package Tracking

Industry
: BPO –US based

Job Responsibilities 

· Searching Home Identification # or Parcel no and posting in systems.

· Finding Home Identification # by searching County 

· Investor audit to verify documents such as Tax Return Form, Hud1, Preliminary Title Report, Paystub, Addendum Credit discrepancy Explanation letter and others.

· Work Assessment is a loan liability of the bank and directly assigned to investors thru systems.

· Titanium is a process of entering customers new phone numbers in systems as per customer’s feedbacks.

· Workout Packing Tracking is loans taken by customers from Bank of America. They delay in Tax payment to Govt. Bank offers late Payment scheme to save from Auctions.

· Tax line setup is Process of Property Tax on newly funded loans. Property tax included drainage, sewer, water and others. If Property Tax is not paid regularly, Property goes on auctions.

Worked with TATA Teleservices Ltd. Company 

Designation

: Customer Service Executive

Department

: Customer Care -HUB

Industry

: Telecom 

Job Responsibilities

· Handling walk- in customers in Tata Telecomm HUB

· Handling postpaid  connection i.e., Landline and Sim Card queries relating to Verification, Installation , Disconnection, Refund of Deposit, Network issue and raising Complains in CRM system.

· Handling replacement of faulty Sim card, antenna, Walky phones.

· Solving Complains thru emails for Verification, Installation and Scheduling Installation for next day.

· Handling name change, address change and others verify with customer’s KYC documents.

Kalpatru Telecom / Purohit (India) Infocomm
Designation

: Sales Executive/Sales Coordinator

Department

: Customer Care

Industry

: Telecom – Franchisee

Job Responsibilities 

· Handled new postpaid and prepaid Tata connections

· Maintaining  new customer date of login, verification status & Installation status in excel sheet

· Verifying KYC documents at the franchisee Store.

· Collecting customer escalations issued in excel format and forwarding to various Tata Telecom departments.

· Follow up customers issued and get back feedback from company and get cases resolved and email reverts.

· Examples –Corporate customers, Individual & Retails Dealers customers

Education Summary: 

	DEGREE
	YEAR
	COLLEGE
	BOARD / UNIVERSITY

	Bachelor of Commerce
	March 2003
	Gokhale College
	Mumbai Board

	Higher Secondary / H.S.C.
	March 1999
	Gokhale College
	Pune Board

	Secondary / S.S.C
	March 1997
	Himalaya High School
	Pune Board


Languages Known
	Languages
	Read
	Write
	Speak

	English
	√
	√
	√

	Hindi
	√
	√
	√

	Marathi
	√
	√
	√

	Gujarati
	√
	√
	√


Personal Details:

DATE OF BIRTH

: 16th September, 1979
CURRENT ADDRESS

: Dubai, UAE.

HOBBIES


: Music & Cricket
MARITAL STATUS

: MARRIED

VISA STATUS


: VISIT VISA
