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Work Experience: 6.5 Years experience in Banking & Financial Operations and Admin.


	OBJECTIVE

To play a dominant role in the development of the company and to constantly upgrade my knowledge and skills and make a difference in whatever I do. To be associated with a leading and progressive organization which would give me the best opportunities to improve and utilize my skills and knowledge.
STRENGTH

My ability to gel with people and adjust to situations makes me confident of being able to deliver value to 

your organization & to synthesize my theoretical experience into the Practical one.
WORK EXPERIENCE

TATA Consultancy and Services – Chennai-(January 2011 to Till)
India's Top and Largest Indian Multi-national company
Role                 : Financial Secretary
Designation     : Processing Officer

Work Profile   : Banking and Finance.
Roles and Responsibilities:
· Creating invoices, filing receipts and dealing with all financial documentation. 

· Coordinating all activities related to the Document Control procedure, including 

                technical documents, drawings, and commercial correspondence.
· Inputting document data into the standard registers ensuring that the information is accurate and 
up to date.
· Generating the various document control reports as required
· Making sure that controlled copies of latest approved documents and drawings are given to the appropriate staff and clients
· Maintaining updated records of all approved documents and drawings and their distribution clearly under safe custody without any damage with easy traceability.    

· Handling confidential information in line with the firms data security protocols 

· Configuration of customer details in the system.

· Posting of financials to corporate accounts

· Self Assessment Sampling done to ensure quality standards are maintained

· Creation of KPI and MIS on a monthly basis and reporting to the manager.

· Checking of financial upload files submitted by the client on a daily basis.

· Appropriate charges collection for loading, shipping and other fees based on customer profile

· Emailing invoice to customers for release of payments

· Reconciliation of account receivables and payables

· Monitoring the negative balance cases and taking appropriate actions.

· Reporting the daily, weekly, monthly and Quarterly deliverables to the client.

· Updating process manual on respected intervals

· Attending the client calls for the queries and providing updated details. Dealing with incoming calls, screening calls and outgoing telephone calls with clients. 
· Training the new hires for the process.
Other Internal activity:

               Capacity Planning 

               Document preparation 

               Risk control self-assessment.
               Ad-hoc-activities processing
               Conducting MOM in the team
               Tracking New process implementation

Achievements:
              Received Champion league Award for the best Team performance.
              Successfully trained new hires when the team is in crisis due to attrition and made the team as a 

              role model for other teams by receiving the “Team Of the Quarter” award twice
              Best performer Award for US Plastic Account variance fix during US month end close.
MMC Infotech (P) Limited – Chennai-(June 2008 to December 2010)

India's most experienced outsourced service providers  in the banking and financial services verticals.
Role                 : Telecalling & Customer support
Designation     : Tele-Service Executive
Work Profile   : Banking and Finance.
Roles and Responsibilities:
· Contact Point Verification and address verification as per KYC norms
· Credit risk mitigations in line with AML principles
· Portfolio actions including selling loans, credit cards to the Citibank account holders 

based on their relationship with Citibank on phone, up-sell and cross-sell
· Providing Value added services to the customers at no additional charge
· Customer Acquisition to purchase Citibank products
· Insurance Sales Support (Health, Life & Credit protection plans)
· Collections Calling and support to the customers
· Customer Satisfaction Surveys and updating in system
· Segmentation of customers and ability to provide preferential treatment to premium and 

       Sensitive customers
· Investigation support for legal/Regulatory complaints

· Data capture of the application fields into the processing system
· Tracking of field and telephonic verifications
Computer Skills

· MS OFFICE >Outlook, Word, Excel, Power Point Presentation
Key Skills

· Ability to motivate and handle team members 

· Excellent Verbal & Communication skills

· Effective Pressure resisting capacity

· Quick grasping & learning ability
TECHNICAL SKILLS:


            Typewriting Lower, First Class
            Operating systems: Windows xp

Personal Profile

             Gender                         :         Female

             Date of Birth                :        05-04-1988

             Visa Status                   :        Visiting Visa
             Nationality                   :        Indian

             Religion                       :        Hindu

             Languages Known       :        English, Malayalam, and Tamil




