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A highly motivated and result driven professional utilizing enthusiasm, perseverance with technical, analytical and logical skills and strong desire to learn, to contribute and make a positive difference to the organization.
Profile at a Glance:
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· Over 7 years of experience in Human Resources, Collections and Customer Service. 
· Proven skills in managing teams to work in sync with the corporate set parameters & motivating them for achieving business and individual goals. 
· Ability to adapt well and perform in new competitive environment with flexibility towards shifts in working and excelling under high pressure and diverse situation. 
· Adept at effectively dealing with customers and associates to meet their satisfaction utilizing customer centric approach combining relationship building and customer retention abilities. 
· Hard Working and committed with an ability to take up responsibilities and deliver positive results. 
· A self-motivated and diligent team player possessing highly evolved and demonstrable communication, interpersonal and leadership skills; strong analytical mind-set to learn quickly and high confidence to draw estimation & take up new challenges combining excellent problem solving skills 
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PROFESSIONAL EXPERIENCE
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IFFCO UAE (Feb-2014- till date).
Customer Service and Warehouse Executive
Job Profile:
Responsibilities - Customer service
· Handling Customers  from order to cash. 
· Responsible for handling three different business/ operations and reporting to Manager. 
· Maintaining reports/ documents for the smooth movement of operations . 
· Maintaining Customer Data on a Weekly basis and presenting in front of the management. 
· Active role in training and updating team members on all the new updates. 
· Maintained 100% process adherence and productivity in respective field. 


· Order Processing – Ensure accurate and timely execution of assigned customer’s orders from receiving of Order through eventual delivery of Order. 
· Communicate any order issues with customer and work to resolve them according to company policies and customer’s requirements. 
· Coordinate order related interactions with other functional areas including Sales, Marketing, Operations, Planning, Finance, Warehouse and Supply Chain groups within the company. 
· Cross training on co-worker’s on assigned customers, and work on team process improvement. 
· Actively support continual process improvement of business processes through analyzing department work flow and recommending enhancements to management. Participates as assigned on special 
projects or project teams. 
· Responsible for meeting agreed service level agreements. 
· Ability to work unsupervised 
· Presenting monthly kpi’s (Key Performer Indicators). And continuously working on Process improvement. 
· Monitor orders as per customer requested delivery period. 
· Export tracker for all inbound/outbound shipments and Providing shipment information (Eg: Packing List, invoice) and reconciliation of B/L ED Ministry docs and dispatching the documents to the customers. 
· Ensuring all paperwork and invoices are checked & handed to the finance team ,Ensuring accurate invoicing in Oracle. 
Responsibilities -Warehouse
· Responsible for handling transport and transfer inventory properly and coordinating with logistics and maintain accurate inventory levels. 
· Import release & monitor shipments /Inventory once released from the warehouse • 
· Managing inbound discrepancies (Eg: shortages, damages, quality etc) • 
· Preparing documents for thoroughness and completeness and prepare additional documentation when necessary. 
· To coordinate with Procurement department for receiving of goods items from suppliers as per Purchase Order specifications. 
· To support Operation department in timely issuance of goods/items on regular basis. 
· To support Corporate Supply Chain in achieving business targets. 
· Efficiently managing Warehouse operations to ensure timely loading / un-loading of vehicles. 
· To effectively control product losses/damages (wastages) as per set standards during product Storage/handling. according to FIFO rules. 
· Controls inventory levels by conducting physical counts; reconciling with data storage system. 
· Achieves financial objectives by preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions. 
· Keep track of non-moving stock and inform the management for further action. 
Project


· Working on Project “Water” which deals with liquidating of non moving stocks of raw material packing material and finished goods with initiative by using available resources such as procurement, R&D and production. 
DU UAE (Sept 2011 - Feb 2012).
Customer Service Representative
Job Profile:
· Handling Customers, as the front line staff. 
· Responsible for various processes/ operations and reporting to Manager. 
· Maintaining reports/ documents for the smooth movement of operations. 
· Resolving customer queries, providing services and products to customer. 
· Handling 2nd Level Escalations. 
· Maintaining Customer Data on a Weekly basis and presenting in front of the management. 
· Handling irate customers who have issues with Customer Service representatives. 
· Solving customer issues. 
· Active role in training and updating team members on all the new updates. 
· Was an outstanding performer. 
· Maintained 100% process adherence and productivity in respective field. 
GE-(GENPACT India Pvt. Ltd /ITES HYDERABD)
(A Multi-National IT Company and BPO, Supports large number of businesses across the globe) (April 2006- Dec 2010)
Sr. Process Developer and HR Associate
Job Profile:
Over all 4 years of experience in Collections and Customer Service and 2 years in Human Resources / part of Recruitment/“Onboard Team” Perform reference and background checks.
Responsibilities (HR)
· Interact with Senior Human Resource Representatives and Department Management to review descriptions and schedule interviews as well as understand specific job requirements, company profiles, interview and hiring process. 
· Utilize internet job boards (Monster, Naukri) employee/candidate referrals, in-house database, and Open-houses to source qualified candidates. 
· Develop a client base through cold calling, networking and professional organizations. 
· Manage full-cycle recruitment process (including screening resumes and candidates, managing interview process and negotiating offers). 

· Conduct interviews, both over the phone and in person, to evaluate potential candidates and schedule on-site client interviews. 
· Manage both candidate and client database (Resource tracking). 
· Forwarding interviewer feedback to the next level. 
· Perform reference and background checks. 
· Arranging final round interviews for successful candidates with process managers/clients. 
· Arranging trainings for employees. 
· Sending details to verification team for verification of candidate’s documents and sometimes also handled the verification of resumes. 
· Completing onboard formalities. 
· Facilitating in arranging quarterly/annual events. 
· Conducting fun at work activities on weekly basis to keep the energy level of employees high. 
· Completing of formalities for relieving an employee. 
Responsibilities (Collections)
· Making outbound calls to US customers for collection purposes against their dues on 
(Early stage and Late stage customers) PLCC (Private Labelled Credit Cards). 
· Maintain the number of calls per day and achieve the Target within the specified time-frames. 
· Updating client on daily collection status. 
· Coordinating with the new hire in understanding the process. 
· Training the new joinees. 
· Was an outstanding performer. 
· Knew wing-to-wing process. 
· Pulling data from the main queue for QC purpose. 
· Solving customer issues. 
· Interacting with the Customer in a professional manner. 
· Taking Supervisor calls. 
· Conducting PKT (Process Knowledge Test) for the whole team. 
· Active role in training and updating team members on all the new updates. 
· Worked as a Trainer/SME for new hires. 
Achievements
· Maintained 100% process adherence and productivity in respective field. 
· Awarded as a Best Performer for Maintaining Service Quality and being Customer Centric. 

· Was awarded as the Star of the Month five times. 
· Up skilled to deliver soft skills training 
· Developed as master trainer for all the processes in Collections COE 

EDUCATIONAL QUALIFICATION

· Master of Business Administration (MBA) in Human Resource Management & Systems Management from AnwarUl-Uloom College of Business Management, Hyderabad, Affiliated to 
Osmania University, in the year 2006 
· Graduate (B. A. Economics) from Anwarul Uloom Degree College. 

AWARDS & ACHIEVEMENTS

Received Excellency Award from Client for exceeding the expectations.
Training & Certification:
· Brightways Tours and Travels INDIA Hyderabad (Feb. 2013- Sep. 2013) 
Completed Diploma course in Air Ticketing. Worked on board with Brightways Tours and Travels INDIA Hyderabad as an Interim HR Executive.

PERSONAL PARTICULARS

Date of Birth: 30th April 1982
Marital Status:  Married
Nationality: INDIAN
Visa Status:  Employment Visa
