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CAREER OBJECTIVE
· Acquire a challenging position in a highly reputed firm which will utilize my skills and Experience while providing growth potential.

EXPERIENCE
· A Professional with 7 years of experience in the Industry. Administration, Transaction based Finance &Accounts, Banking, Customer service, Training and operations.

1. Xerox India Private LTD, Analyst- Administration /Transaction based Finance & Accounts (January 2012 to          11th Feb 2014)

Profile:-Worked with IPSWW, where we take care of the invoice and account payable process.
Responsibilities:
· Managing delivery of performance of a span of 12-15 associates and senior associates. 

· Training associated and team members on new projects.
· Interacting with the clients for process clarifications. 

· Monitor the overall performance and quality of the team. 

· Updating and Publishing MIS reports as per the program requirement. 

· Managing WIP bills log and generate reports for the clients on a daily basis. 

· Cresting daily work plan for the team and assuring that the team is adhering to the plan to achieve targets with available resource.
· Giving ideas to enhance the process and working efficiency.

· Grooming my team members for the next level.
· Point of contact when the managers/team leaders visit the US for client meetings and onsite programs. 

· Reporting agent performance on a weekly basis to the program head.

· Recruitment management, administrative work and preparing the monthly roasters.

· Co-ordination with IT department to resolve technical issues. 

2. EXL Service Private Ltd, Process Associate – Administration/Finance &Accounts (Dec 2008 to Jan 2012)
Profile:- Process known as SYMCOR, where we handle three banks i.e., Royal Bank of Canada, Bank of Montreal and Bank of Nova Scotia. My work relates to ATM process of the Bank Accounts of different customers and processes them correctly.

Responsibilities:
· Performing quality and speedy transactions
· Team Management
· Report preparations.

· Handling team and assuring high performance (Improving the Speed and Quality).

· Handling the Work Flow Operations

· Communicating new updates and information from clients to the team members.

· Providing Process Training to new joiners.

· Making inbounds and out bounds calls.

· Supporting team members to solve the process related problems.

· Helping SYMCOR on various projects (J&B - It is an Invoice, Receipts and Cheque amount Entry. IRX –IRX is a team that analyzes fund availability to clear cheques and communicate the same to clients. Retail pay courier and EE Process.).


3. Worked as a Customer support Officer in VODAFONE Service provider – First source solutions Pvt Ltd, Cochin, for the last 8Month. (24th March 2008 – 16th November 2008)
Profile: - Handling Customer Calls to solve their Issues, Complaints, Problems and Enquires.                                                                  
Responsibilities:
· Customer Services.
· Team Management

· Reports preparations.

 4. Worked as a BPO Executive in Sahya info Solution (P) LTD. (18th Aug 07 to 07 Feb 08).
Profile: -Administration, Quality Controller, Trainer, Data compilation and Web searching

 5. Worked as an OJT Trainee in I-Data NTTF Bangalore. (16th Aug 2006 to 15th Aug 07).
Profile:-Data Conversion, Data Transfer and Data Entry
EDUCATIONAL QUALIFICATION

	DEGREE / CLASS
	NAME OF UNIVERSITY
	UNIVERSITY/ BOARD OF STUDY
	Month & Year of passing

	MBA(Finance)
	Shobhit University – U P
	Shobhit University
	2014

	B.Sc (Physics)
	ITM College of Arts & Science, Mayyil 
	Kannur University
	2006

	H.S.C
	Govt: Town Higher Secondary School,Kannur
	Dept: Of Higher Secondary Education
	2003

	Matriculation
	K.H.S.S, Koodali
	Board Of Public Exams Kerala
	2001


OTHER CERTIFICATION

· Post Graduate Diploma in ITES (NTTF Bangalore).

SKILLS
· Administration and People Management Skills.

· Proficient in MS-Office (MS Excel, Word, Power point).

· Good Knowledge of Windows OS, Adobe Photoshop& Data Entry Operations.
· Good Typewriting Skill.

STRENGTHS
· Adaptability, Hardworking, Sincere, Punctual, Honesty, Systematic, Dedicated
and Good Team Player.
PERSONAL PROFILE

Date of Birth 
: 19th December 1985
Sex 


: Male

Marital Status 
: Married
Religion 

: Hindu

Languages Known      : Malayalam, English
Nationality 

: Indian

DECLARATION
I hereby declare that all the information provided by me in this application is factual and correct to the best of my knowledge and belief.

Place: Deira    






       Yours Sincerely, 

Date :







       
