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CV No: 80016
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE: 

To take up a challenging position that will utilize and strengthen the management and organizational skills acquired in over years of diverse, demanding responsibilities contributing both to my professional and personal growth.
PROFESSIONAL EXPERIENCE 







As Tele-Collector from Aug’ 2009 to Jan’ 2013
JOB PROFILE:

Product Handled
:
Credit Card and loan
· Following up with the customers for the payment on credit cards over phone.

· Handling all bucket and write off customer accounts. 

· Maintain the records of the customer.

· Answering customer queries and directing them for settlements.

· Offering flexible Settlement plan to delinquent customer.

· Restructuring of liability as per payable by customer under unavoidable 
circumstances. 

·  Responsible for calling up customers, giving them financial advice and following up

with payments.

· Responsible for payment scheduling and create contact with sources to locate debtor.

· Responsible for  following up  with  corporate clients for payments and solving their
queries.
· Ability to handle different tasks within the setup targets of the organization without 

adversely affecting overall customer’s relationship with the organization to maintain
profitability.

· Contact necessary information and analyses the defaulter cases in order to seek
approval and initiate appropriate actions. 

· Evaluate the present situation and status of every case and suggest proper action
to be taken.
· Ensure cases referred on Field are signed and handed over to Field Administration.

· Follow up for field visit cases.

· Achieve assigned resolution and cash targets in order to contribute to the company’s

· financial performance.

Customers Handled:

· Dubai First

· Mashreq Bank 
· Du
· United Arab Bank
ACHIEVEMENTS:  
1.Best Performance Award for achieving the given target from Mashreq Bank several times

2.Overall best performance from Bilkish Associates LLC in the year 2010.
3.Best performance Award given by Bilkish Associates LLC for the achievement of United Arab Bank Portfolio.
DUBAI FIRST
:
As Tele-Collector from June’2008 to Nov’2008 
JOB PROFILE:
Product Handled
:Credit Card

Job Functions:


· Following up with the customers for the payment on credit cards over phone.
· Handling PRE - BUK customer accounts. 
· Maintain the records of the customer.
· Maintaining track records of daily payments and customer queries.

· Achieving the targets within the given time period.

· Answering customer queries and directing them to the concerned departments. 

· Maintaining of Daily report for flows, daily productivity, weekly report of no activity 
and no contact. 

· Follow up the customer list until the statement date.
ACHIEVEMENTS:  Best Performance Award for the given target.
Organization
:
Bader Al Mulla Bros Co. W.L.L-Dubai
Designation
:
Administrative Assistant cum Data Entry Operator  
Worked in Bader Al Mulla Bros Co. W.L.L-Dubai (Construction & Contracting co.) as Administrative Assistant cum Data Entry Operator– 2006 to 2007
Job Functions:

· Preparation of Local Purchase Order.
· Preparation of goods receiving statement.

· Preparation of Debit note.

· Receiving and sending fax to site offices and other places.

· Responding to phone calls
· Responding to e-mails
· Arranging and filing the documents.

· Maintaining Engineers & Workers passport details.
· All documentation work
Organization
:
M/s.Kalyani  Covering, India

Designation
:
Accounts cum Administrative Assistant  

Worked in M/S. Kalyani Covering, Tamil Nadu, India as Accounts cum Administrative Assistant – 1999 to 2004

Job Functions:

· Preparation of Employees Information.
· Reporting to Government Tax Authorities (Sales Tax etc.)
· Responding to phone calls.
· Banking operating and Management Reporting.
· Dealing with Manufacturing and Sales of Jewellery in 25 branches.

· Preparation of Trial Balance for monthly.
Organization
:
M/s. Cheran Chit Funds Pvt. Ltd., India

Designation
:
Office Administrator 
Worked in M/s. Cheran Chit Funds Pvt. Ltd., India as Office Administrator – 1996 to 1999
Job Functions:

· Preparation of Statements.
· Cashier work.

· Dealing with day-to-day walk in customers.

· All documentation work.
ACADEMIC QUALIFICATION
· B.Sc.  Physics 


· M.Sc. Applied Physics and Computer Electronics  

· B.Ed

PROFESSIONAL QUALIFICATION 
· Post Graduate Diploma in E-Commerce (PGD) 

· Typing 

COMPUTER SKILLS 

· Microsoft Windows
· Microsoft Office 
· E-mail Internet 
LANGUAGES:   English and Tamil 
PERSONAL INFORMATION 

````

· Date of Birth

:  19-05-1969
· Nationality

:  Indian
· Visa Status 

:  Husband Sponsorship
· Marital Status

:  Married
DECLARATION:

I hereby declare that all entries in this form as above are true and correct to the best of my knowledge and belief.
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