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Personal Profile



A fully committed, capable and confident Administrative Officer who possesses the required vision, ability, drive and enthusiasm needed for successful project completion. A highly organized and consistent individual who can quickly comprehend complex issues. Now seeking to harness over Seven Years of Practical Experience in a suitable role.  An enthusiastic, ambitious and professional individual who has a proven track record of achieving results in highly competitive environments. A true Professional Executive who is driven to hunt for new opportunities, and is mentally resilient enough to be able to push past rejection to achieve results. Looking for a suitable position with a company that is renowned for hiring exceptional people and for giving them unparalleled opportunities to build their careers and capabilities.

	 Marketing 

 SHAPE  \* MERGEFORMAT 



	Negotiating 
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	Dynamic 
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	Smart 
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	Marketing strategies Marketing campaigns Customer focused 

Sales orientated 
Brand awareness Presentation skills 
	Strong closing skills 

Influencing skills Building relationships Account management Selling creatively Up-selling 
	Entrepreneurial flair Increasing revenue growth 
High energy levels People management Business planning Writing reports 
	Coming up with ideas Commercial judgment Analyzing data Effective planning skills 
Innovative 

Business sense 




AREAS OF EXPERTISE


· Credit Operations/Refer List

· Management disciplines 

· Resource management 

· Marketing Closing deals 

· Customer service

· Health & safety 

· Budget control 

· Risk assessment


PROFESSIONAL EXPERIENCE AND SKILLS



•
Strong team player, self-motivated, with a focus on continuous urge to improve my knowledge in areas of my work.

•
Good knowledge in Cards Process and Loans Processing.

•
Positive and professional attitude while dealing with internal and external Customers.

•
Good Time Management Skills and ability to perform multi-task effectively.

•
Excellent knowledge of computer applications like Microsoft office, and Web browsers.

•
Excellent organizational skills and a 'can-do' attitude in a demanding position, able to deliver results without compromising quality and accuracy with a positive outlook.

•
Interact professionally with clients and peers and complete the assigned tasks in a timely manner.

•
Sincere, Hard working, Confident, Flexible & Optimistic.


CAREER HISTORY


Karama Dubai.
Administrative Officer.






Sep 2010  - Sep 2012
Played a leading role in successful acquisition of the new Centre in Dubai, by making the right choices to deliver excellent results and achieve management goals. Responsible for the profitability and maximization of Return on Capital Employed within the branch. 
Duties and Responsibilities: 
· Monitor Bank Account, control of expenses, ensures smooth Payment Function, and reimbursement processes.
· Office management, Co ordination of Reception, Ensure maximum Customer satisfaction.
· Ensure accurate filing and monitoring of all records in relation to customers’ as well as staffs’.
· Ensure proper co ordination of the centre with different Government Departments related to the business.
· Co ordinate preparation of Monthly accounts and procurement of all transactions.
· Provisional support for employee related issue to all locally engaged staff and management based in India.
· Conducting weekly staff meeting for the smooth functioning of the business.
· Ensure compliance of local laws.
· Having good understanding in internal control and Labor procedures of UAE.
Intelenet Global Services Pvt Ltd (Serco BPO, India) 
Senior Customer Service Executive




Mar 2007 – Sep 2010
Leading Multinational ‘Business Process Outsourcing’ company doing Back Office Processing for Barclays Bank PLC (UK), owned by Serco.
Duties and Responsibilities: 

•
Worked as a Process Expert for the Credit Operations process.

•
Monitor different types of payment queues.

•
Highly risky process since once payment goes to any wrong hands it may affect Bank reputation and may cause the retrieval of authorization.
•
Payment analysis against Anti money Laundering activities to release the payment

•
Maintain the SLA and capture report on a Daily basis and the same has to be send to On-shore with regards to Pay/No Pay for further follow-ups.

•
Floor Management – Need to make sure that required numbers of agents are always logged in. Break management of the team.

•
Good Knowledge in Offshore Accounts Secures Information System (OASIS), System Online Deal (SOLD) and Automated Funds Transfer system (AFTS).
•
Been in Cards Process and Loans processing.

Accolades:

· “Star Performer” award for the months of Jan & Feb 2008.

· Achieved “Consistent Performer” award for the Month of July, August & September 2008, which lead to “Performer of the Quarter” award.

· Achieved “Performance Champion of the Quarter” for Jan-March 2009.

· Recipient of the Prestigious “I-Sparkle Award”, for the Significant Contributions in the Process.

· Achieved “Top Performer for the Month” December 2009.

Went for “Transition” to Isle of Man, United Kingdom and got trained and certified in Barclays Credit Operations process. Played a Major role in bringing the Process from Barclays, Isle of Man to Intelenet, Chennai.
Santhisringhala Computers. India
Operations Support






June 2005 – Jan 2007
Driving operational improvements, maximising the value of the asset base while ensuring a tight control on operational costs. Responsible for monitoring and continually improving standards of performance and quality within the operation.

 Duties and Responsibilities: . 
· Establish and implement departmental policies, goals, objectives, and procedures. 

· Creating, managing and analyzing performance data and other information. 

· Ensuring that capacity and capability are continually planned. 

· Encouraging, identifying and developing best practice strategy. 

· Ensuring compliance to all Environmental Health & Safety goals & objectives. 

· Producing Operations manuals which define how the business is to be run. 

Education

Academic Details:      

•
Bachelor of Commerce (University of Kerala)

Technical Qualification:

•
Higher Diploma in Software Engineering  (HDSE)

•
Diploma in Computer Hardware and Networking



Personal Details


Languages Known


:
English, Hindi, Malayalam & Tamil

Date of Birth



:
February 10, 1978

Passport Issued From 


:
Trivandrum

Current VISA Status


:
Visit Visa

Declaration


I declare that the information and facts stated herein above are true and correct to the best of my knowledge and belief.
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