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  Languages: English, Hindi, Urdu, Sindhi  Nationality: Indian         

                             


Visa Status: Residence
        Professional Objective
Looking for a challenging career position where unique blend of Leadership/operations and business development talents can be effectively utilized by a company offering long-term opportunities for professional growth in recognition of dedication, drive, and superior performance.

CAREER HISTORY
Dec 2014 –                                               
Till Date                               Operations Wealth Associate
ROLES & RESPONSIBILITIES
· Handling customer redemptions
· Preparing customer valuations
· Following up with the fund providers
· Handling post checks of A/c opening.

Jan 2013 –                                     
DEC - 2014                             Administration Officer
ROLES & RESPONSIBILITIES
· To produce correspondence and documents and maintain presentations, records, spreadsheets and databases.
· Ordering and maintaining stationery and equipment.
· Sorting and distributing incoming post and organizing and sending outgoing post.
· Organizing and storing paperwork, documents and computer-based information.
· Update and manage index.
· Handle all inquiries within my capacity.
· Handling reception – Incoming & Outgoing mails, Managing calls. 
· Scanning & Storing project files.
Nov 2011 –                                         
Dec 2012                                           Retention agent  
ROLES & RESPONSIBILITIES
Develop and maintain excellent relations with new and existing customers resulting in increased levels of customer retention. This is to be achieved through proactive and reactive communication with our customers who have either expressed a wish to cancel their services with us or whose recent account activity indicates that they may be considering cancellation of services. 
· Maintain excellent knowledge of our portfolio of products and services in order to understand customers’ needs
· Respond to incoming requests for cancellation of services and persuade our customers to remain with us

· Proactively contact customers who are identified as at risk of cancellation and ensure that every opportunity to retain these customers is investigated. 
· Providing advice, guidance & solutions in a structured manner to the customers calling the call centre according to their  needs

· Identify opportunities to turn dissatisfied customers into happy customers.
· Proved the ability to architect and solidify win-win outcomes under difficult circumstances of cutthroat competition in Personal Banking Industry.
· Identified consumer needs and explained how the membership programs will address those needs.
            Skills and Experience: 

          • Confident and enthusiastic. 

    • Experience in a general office, customer service or sales role. 

    • Excellent verbal and written communication skills. 

    • Excellent telephone manner. 

    • Attention to detail and accuracy. 

    • Ability to manage their own workload. 

         • Pro-active approach to process improvement

            MAJOR ACHIVEMENT’S
           Awarded Best Retention Agent for 5 Consecutive months
         PERSONAL DETAILS
           Date of Birth:     11.05.1985
           Marital Status:    Married
           Education:        Hotel Management From Rizvi College of Hotel Management

           REFRENCES
          Available on request
