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Manjula 

Manjula.17573@2freemail.com 
                                                            
----------------------------------------------------------------------------------------------------------------------------
Objective
:
      An experienced Customer / Client / Corporate relations Proficient with excellent communication skills and 6 years of experience in Banking and BPO industry. Flair to learn, adapt and apply innovative approach to organization’s growth in a professional and profitable manner.
PROFESSIONAL EXPERIENCE

Finance Associate cum Office Administrator
· HSBC – HDPI






Jan2010-May2014

· GSC - VIZAG – INDIA









Responsibilities:
· Maintain the records of computers and office equipments for its maintenance & repairs.
· Liaising with Vendors for procurement of materials, co-ordinate with accounts dept for their payments.

· Administer the travel claims and payments, as well assist the employees while planning business tour, ie: travel ticket & hotel reservations.

· Organizing meeting rooms for interviews, meetings, conferences, trainings, etc.
· Liaise with medical Insurance company (FHP) while assisting employees to file their claims and Maintain insurance coverage records.
· Assist HR dept while organizing open house walk-in Interviews.
· Manage the  records & payments of utility bills like Electricity, water, telephones, internet, etc.
· Administer contracts and MOUs with vendors, ie: security, cleaning & maintenance staff, cafeteria, media, Law & Legal, etc.
Achievements:


Won Super Star awards in the month of February, May, June, Sep, Nov2013 

Software tools: Lotus Notes, Whirl, Open Span. 
HR Executive cum Admin

WinData Solutions Pvt Ltd

Visakhapatnam - India.






Jan – 2008 to Dec - 2009




WinData Solutions Pvt Ltd is the third party client, based in Visakhapatnam, Working on projects of USA, UK and Australian. Serves clients like 3G and BT Landlines.

Responsibilities:

· Conducting Interviews.

· Headhunting candidates particularly for senior positions

· Identify client training needs

· Solve client HR related problems

· Maintaining Database of the whole Recruitment activity

· Taking care of joining formalities
· Maintaining the employee related files
· Taking care exit formalities
· Booking rooms and conference facilities;

· Attending meetings, taking minutes and keeping notes;

· Liaising with colleagues and external contacts to book travel and accommodation;
· Preparing weekly and monthly reports
----------------------------------------------------------------------------------------------------------------------------
Sr. CSE

24 / 7 Customer

Hyderabad - India.







Jan - 2007 to Dec - 2007


24 / 7 Customer a USA based company, Hyderabad’s first and India’s leading BPO organization, serves clients like Dish Network.

Responsibilities:

· Inbound calls, resolving queries from the customers.

· Helping them in their bills.

· Explaining about the product features and its operations. 

 Education Qualification:

· Graduation in B.com from Andhra University
PERSONAL DETAILS: PERSONAL DETAILS:
VISA Status



: Visit 
Strengths



: Innovative, committed, patience & good communication skills.

Languages



: English, Hindi, Telugu.

Interests                                             
: Music, Movies, & Event Management.

Reference



: Can be available on request.

Computer Awareness
: MS Office, MS Excel Power Point.
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