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Objective

To pursue a career in Communications where I can utilize my

Education, Experience, Expertise and Talent effectively
Profile

· More than six years experience in Customer Query handling in French , German and English
· Translating the business documents 

· Taken basic French and German sections.
· Good Communication and Interpersonal skills

· Leadership and Management skills

· Professionalism in handling crisis situation and irate suppliers

· Successful Executioner

Experience

· From 15th April 2002  till 12th August 2008  working as  Junior Analyst(Linguist)
 in Ford Business Services Centre [FBSC]

       
Duties Performed

· Specializing in mails and queries (fax and telephone) from both internal 

and external customers pertaining to European Countries

· Translating the documents from German to English and from French to English 
· Actioning supplier queries within 24 hrs and monitoring the performance of the team
· Training the new batch of team members

· Raising Ford Accountable documents

· Liaison with the suppliers and market regarding unprocessable documents

· Processing Invoices for payment and actioning other images received through folders

· Prepare daily/monthly reports

· Handle Escalated Calls

· Lead & motivate the team members

· Organizing CCAR (Concerns and Corrective Actions Report) with Customers and Markets
· Consistently Exceeded targets set for every month
Achievements in the Organization
·  Won appreciation from the Team, General Manager and  the Managing director for 

 
Presentation and Communication skills

· Won appreciation from the suppliers and the market for delivering quality service and

             issuing prompt payments

Educational Credentials
· Completed Masters in Tourism Administration [M.T.A] from Pondicherry 

            University            

· Completed Bachelors in French  from Pondicherry University 

Additional Qualifications
· Type Writing (English Junior Grade)

· HDISM (Higher Diploma in Systems Management) in Aptech.

· Completed CP (Cours de Preperatoire) at Alliance Francaise, Pondicherry

· Completed G2  ( Grund Stuffe) at Max Mueller  Bhavan , Chennai

Trainings Acquired

· Effective Communication in English – FBSC
· Accent Neutralization                        – FBSC

· E Mails Handling                               – FBSC

· Customer Care                                   – FBSC

· Corporate Etiquette                           – FBSC

Personal Information

· Date of Birth

:
14th March 1979

· Languages Known
: 
Tamil, English, French, German and  
                                                      Spanish (learning – Completed 2nd level)

