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CAREER OBJECTIVE:               

To attain a responsible position in an esteemed organization, with the aim of long-term survival in the industry where I can develop my technical and interpersonal skills in all dimensions.

ACADEMIC QUALIFICATION:
· B.COM  from C.C.S. UNIVERSITY, Meerut.
· Passed  12th from K.R .G.P.H.S.S from KERALA Board.
· Passed  10th from S.D.A High School from KERALA Board.
JOB EXPERIENCE    
· Working as an Operations Executive (Back Office) in EXL Services Ltd, Noida.
        (Since January 2013)

                      Job Responsibilities:
· Perform general data entry using Microsoft Excel and Word.

· Input data into a variety of computer programs with pace and correctness.
· Perform a wide variety of secretarial tasks in support of the business.
· Answer phones and create notifications in the system.

· Performed data entry-alpha and numeric data entry to add new records, verify, correct, edit, and change.

· Responsible for the input and maintenance of data within the company 

database.

· Ensuring the accuracy and relevancy of all data entered into databases. 

· Sorting and processing invoices from suppliers.

· Highlighting any discrepancies in data to senior managers.
· Handling confidential information in line with the firm's data security 

Protocols. 

· Cross referencing data to ensure its accuracy and completeness. 

· Scanning forms and sorting the information on them. 

· Assisting managers with the development and maintenance of data graphs and reports. 
· Can work well in a team. 

· Ability to multi task and prioritize daily workload. 

· Experience of working within a target driven environment. 

· Active team member with self drive and motivation. 

· Able to accurately use office equipment such as printers, multi-line phones, Fax Machines.

· Worked as a Sales Executive cum Hardware and Networking Engineer in Micro-Tech        Computers, Abu Dhabi. (From November, 2011 to April 2012).

                      Job Responsibilities:
· Sales and Marketing of computer, laptops and accessories.

· Making reports, managing accounts related works.

· Assisting with all office and secretarial assistance such as printing, scanning and                     photocopying 
· Performs purchasing tasks for the department by contacting vendors, preparing and typing requisitions, approving invoices for payment and maintaining records of purchases.

· Handling company’s petty cash

· Prepares Invoice/Billings
· Ensure efficient and courteous answering of telephone calls/emails/faxes and provide necessary information and guidance or route them to appropriate channels for accurate information.

· Maintaining and recording all the everyday office expenses.
· Prepare monthly and year end summary reports of attendance, leave, sick leave.

Additional Responsibilities:
                        • Assembling & disassembling the new computer, Installation of software.

• Configuring and troubleshooting of printers.

• Hardware and network trouble shooting of windows XP, Vista, and Win 7.

• Managing desktop calls, installations and trouble shooting.

· Installations and configuration of various software packages.

· Well acquainted with PC compatibles (assembling, installation, problem diagnostics and    troubleshooting) hard disks, expansion cards, printers, monitors, removable drives, hubs, switches, routers, etc.

•
Create & Manage users account, Configure user rights.

•
Antivirus   :  Installation and configuring of Antivirus.

•
Knowledge of basic networking.
· 16 months Experience as a Customer Service Associate (CSA) in HCL Technologies Ltd, Noida.
        (Back Office)

Job Responsibilities:
· Answering to customer queries through e-mails and chat process.

· Follow up the complaints and forwarding to concerned department.

· Responsible for resolving customer queries through Email & Chat.

· Checking customer information and asking confirmation.

· Making complaints, feedback reports and forwarding to concern department.

· Maintaining the time limit for each chat.

· Maintain the chat quality by giving proper punctuation, exclamation and greetings.

· After every email maintaining a daily report and record the session for future reference.

· Providing daily, weekly and monthly report to team leader about the email & chat. 

TECHNICAL SKILLS:
· Package 

  :  MS-DOS, M.S. Office (Word, Excel, Power Point).

· Operating System          :  Installation - Win 98 / 2000 / XP / Win 7, Linux- Ubuntu.
Achievement
· Went to London, UK for 6 weeks: Company send me to train for a process migration.
PROFESSIONAL QUALIFICATION:
· Higher Diploma In Systems And Networking Engineering from NIIT.     
· Certificate in Microsoft certified professional (MCP).

PERSONAL DETAILS:
Languages Known   
            :  English, Hindi, Malayalam and Tamil.
 Date of Birth                         :  13-04-1984.
 Marital Status 
             :  Married.
 Sex                                          :  Male

 Nationality                             :  Indian
Personal Strength                  :  Adaptable to all types of working environment
 Hobbies 

              :  Listening music & Browsing Net.

