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Marital Status : Married
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Career Objectives:-
· Seeking a suitable position in progressive organization in order to utilize and enhance my knowledge and skills to optimum level in a professional environment and thereby grow in my career and future.

· To achieve a satisfied goal & a designation of high caliber in the company through continuous hard work and strong determination to succeed.

· To work for the good-will of the company.

Academic Credentials:

	Degree
	School/College
	Passing Board
	Year of Passing
	Percentage

	S.S.C.
	St. Mary’s High School
	Maharashtra Board 
	1998
	82.66%

	H.S.C.
	Royal College
	Mumbai University
	2000
	63.67%

	B.Sc.
	Royal College
	Mumbai University
	2003
	65.50%

	D.M.L.T.
	C. B. Patel Research Centre
	-
	2004
	82.61%


Experience:

	Company
	  Place
	Designation
	Year

	Mayur Clinical Laboratory
	Malad, Mumbai
	Reception, Phlebotomy, Technician
	1 year

	Knowledge Works Global Ltd.
	Andheri, Mumbai

 
	Junior ML Associate (Team Supervisor)
	4 years

	AnandRathi Financial Services Ltd.
	Dubai, UAE
	Reception, customer care executive, Telesales, Admin Asst.
	5 years


Others :- 

	Interests
	Reading, Surfing, Cooking

	Sports
	Badminton, Carom, Gym

	Language
	English (IELTS band 7.5), Hindi, Gujarati, Marathi


Computer Skills :
· Office Automation (Ms Word, Ms Excel, Ms PowerPoint)

· Desktop Publishing (Adobe Photoshop, CorelDraw, PageMaker)
· Typing speed 30 wpm
Company Profile:

AnandRathi Financial Services Ltd. is a representative office with the head office in Mumbai, India. The company deals in various Indian and International products in life insurance, mutual funds, equities, commodities, online trading and portfolio management.

Job Responsibilities Handled in AnandRathi:

Designation
: Officer Operations

Reporting to
: Assistant Vice President

Duration
: 14th April 2009 till 31st December 2014
· Reception – Attend telephone calls & answer queries and refer them to right personnel
· Customer Care Executive – Receive and process incoming and outgoing mails & faxes;  make a note of client queries or complaints, provide solution for the same; notify enquiries for new business to the Relationship Manager
· Secretarial - Type all official letters; Provide assistance to Manager in daily business transactions; Prepare revenue MIS on monthly basis and communicate the same to the employees
· HR-Admin Officer – Handle petty cash; Check office supplies; Receive and record invoices and arrange payments; Monitoring bank transactions and cheque pay-outs; Preparing payroll for the staff; Entry of all purchase invoices, employee expenses, verifying & rectifying any discrepancies if any; Organize business itineraries, travel arrangements, visa arrangements & hotel bookings; Store and retrieve data on computers;

Monitor IT infrastructure of the office; Gather quotations as per office requirements; Maintain files for office expenses, bank records, client records, utility records; Keep track of renewals for trade license, office premise, car registration, car insurance etc.
· Back Office Support - Providing monthly statements to the clients for their investments; Provide details for new investment products; Filling up and/or verifying application forms
· Tele Caller – As per office requirements

Achievements:
· Started as a fresher in an investment sector, now can assist clients with their investment queries

· Gained knowledge about mutual funds, stock trading, commodity trading and insurance

Company Profile:

KnowledgeWorks Global Limited (“KGL”) is an independent Indian-based content processing and data management services company with strength of 500 people. KGL is wholly owned subsidiary of Cenveo Inc. KGL provides a full range of content processing content management XML coding and related services to scholarly, educational and trade publishers around the world.
Job Responsibilities Handled in KGL:
Designation
: Junior Associate – ML Operations (Team Supervisor)

Reporting to
: Project Manager – Content Management Group (Journals)

Duration
: 22nd November 2004 to 22nd October 2008
Client Relationship, deployment and allocation of jobs and other responsibilities to the junior team-mates, job dispatches, process documentation, training new staff, meeting targets, maximizing revenue through projects assigned.

· Responsible for Processing STM journals in XML and SGML formats as per different Document-Type-Definition

· Creating readable PDFs, images and process them in Photoshop

· QC the e-publishable material (PDFs, images, mark-ups in xml, html and sgml files)

· Responsible for checking the quality of the articles and work to achieve 99.99% accuracy providing excellent quality output in stipulated time span as per client specification.
· Direct co-ordination for leading a team of 14 people

· Supervising the job activities among all the team members between the three shifts

· Proper and regular updating of the instruction manuals and reports

· Training newly recruited staffs (in-house staff)

· Training the Knowledge Associates (non in-house staff).
· Interfacing & coordinating with the clients for daily job downloads

· Interaction & co-ordination with SSG, R&D, Administration & Operations department for the necessary job requirements

· Adhering to QMS & ISMS requirements as far as in-house staff and vendors are concerned

· Monitor/measure performance through audits and other processes to ensure that organizational initiatives are in place and goals are achieved.
Strengths:

· Excellent communication skills

· Assertive in nature

· Good listener

· Ready to change and learn new techniques and adapt to changing environments

· Hardworking and good at working in teams and groups

· Ready to take up challenging responsibilities

· Good trainer

· A self-motivated person with 3 years 11 months experience in Business Process Outsourcing operations, who has demonstrated a high degree of initiative & self-motivation, and enjoys the challenge of a busy, and demanding work environment

· Ability to work in team as well as individually

Achievements:

· Started as a trainee and was promoted to Assistant Officer BPO Operations (M-02 grade) after the first year in the service

· Was promoted as Shift Supervisor – ML Operations (M-03 grade) in Apr’2007

· Active participation in extra-curricular activities held by the HR Team
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