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SANJEEVSURESH





Email: sanjeevsuresh1988@gmail.com
SUMMARY

· 2 years of experience in Back-office Operations, precisely in Banking, Database Management and Customer Service.
· In this course of time, I have incorporated efficient and ethical corporate practices, to deliver the best of quality services to clients and for the Organization. 

SKILLS&QUALITIES

	· Positive attitude & Self motivated
· Excellent Multi-tasking capabilities

· Excellent communication skills

· Creative & Result oriented

	· Customer focused
· Good Team Player

· Good Leadership attributes
· Professional Maturity


EDUCATION

2011

SNMV Institute of Management


Coimbatore, TN, India
Completed MBA with 68%, specializing in Finance and Marketing as major.

2009

CSI Bishop Appasamy College of Arts & Science


Coimbatore, TN, India
Completed B.Com with 61%, specializing in Accounting as major.

PROFESSIONALEXPERIENCE

Mar 2012 – Aug 2013

TheRoyal Bank of Scotland




Chennai,TN, India
Worked as OperationsAnalyst for a period of18 months.

Apr 2014 – Sep 2014

Mobius365 Information Services




Coimbatore,TN, India
Worked as Sr. Process Associate for a period of 5 months.
PROFESSIONALDESCRIPTION

· The nature of work primarily deals with Banking Protocols, Client Database Management and Customer Service worldwide.

· Business Operations are on a global scale, pro-active presence in all time zones (24x5), on a rotational basis, to provide prompt Customer Service is of prime importance.

· Hands-on experience with Executing and Managing Premium Banking products, which enable bulk corporate payments and large-fund transfers.

· Handle an “Elite” Client Database, associating with Premium Personnel of various other Multi-national Corporations worldwide.

· Maintain regular communication with Logistics partners / third-party vendors, to ensure safe and prompt delivery of the physical product to the respective clients.

· Coordinate with internal associates, third-party vendors and the client / customer directly, in order to ascertain desired results.

· Prepare Daily, Weekly and Monthly Operations Reports, and present it to the senior-level management on a periodical basis (or) on-demand.

To sum up:
· Efficient Database Management – MS Office: Excel, Word, Power point / Back-end ERPs
· Effectively execute Business Protocols – Consistently achieve SLA & TAT
· Co-ordinate and Track Logistics movement – Monitor Supply Chain
· Provide prompt support to Corporate Clients – Elite Customer Service
· Preparation & Presentation of Reports – MIS & Periodical Reporting
· Simultaneously Multi-task all of the above – People& Time Management
· Work patiently under pressure & Achieving Deadlines – Professional Maturity
ACHIEVEMENTS

· Received Spot Ovations and Appreciations:

· For achieving highest productivity with 100% Accuracy.

· For achieving highest quality in Customer Service.
· From stakeholders and managers for Service Excellence & Dedication.

· For attaining 100% attendance during most of the tenure.

· The ‘Master of Ceremony’ for the ‘RBS-GTS Bash’ event and addressed an attendance of 1000+ people.

· Nominated for “Rookie of the Month” during probation period at Mobius365 Information Services.

PROJECTS / INTERNSHIPS / TRAINING

· Undergone an Internship program at Shakthi Sugars Ltd., Coimbatore, for45 days, and presented a detailed project: “A Study on Financial Analysis with special reference to Shakthi Sugars Ltd.”
· Undergone a Training program at Shanti Gears Ltd.,Coimbatore, for 45 days, and presented a detailed project: “Financial Management”.
LANGUAGESKNOWN


· ENGLISH

(R / W / S)

· HINDI


(R / W / S)

· MALAYALAM

(S)

· TAMIL

(R / S)

· FRENCH

(R / W)

PERSONALDETAILS


NAME:


SANJEEV SURESH
FATHER’S NAME:

S.SURESH KUMAR

DATE OF BIRTH:

10TH AUGUST 1988

MARITAL STATUS:

SINGLE

NATIONALITY:

INDIAN

NOTE:



Referees Available on request







