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Kiran

Email ID- kiran.210582@2freemail.com 
Dubai
Career Objective- 
To make a challenging career in the professional ground & enhance my skills & knowledge to open up a bright future. And working enthusiastically, energetically and smartly to achieve organizational goal as well as having more responsibility in the organization.
Resume Summary
· A dynamic professional with 6 years experience in Customer service and Backend work. Resolved credit card complains of customers.
·  Expertise in billing the customers regarding their usage of electricity and gas.

· Possess excellent interpersonal, communication and organizational skills with proven abilities in business improvement and customer relationship.

Personality Traits

· Confident and Energetic with ability to learn

· Optimistic & Proactive Attitude

· Excellent team player with good communication skills.

· Flexible with excellent co-ordination and presentation skills.

· Promotes effective working relationships amongst team members.
· Participates in professional enrichment activities.

· Excellent communication and comprehension skills.

· Excellent leadership qualities

·  Positive attitude and goal oriented.
Academic Qualifications –
· Successfully completed B.A from Burdwan University in the year 2009  
· Passed Higher Secondary from W.B.C.H.S.E in the year 2006.
· Passed Secondary education from ICSE Board in the year 2004.

Professional Experience
Worked as a “Customer Care Executive” for IBM DAKSH from June 2009 till August 2010.
· Answer calls professionally to provide information about products and services, take/ cancel orders, or obtain details of complaints. Follow up to ensure that appropriate actions were taken on customers' requests.
· Answers inquiries by clarifying desired information; researching, locating, and providing information.

· Resolves problems by clarifying issues, researching and exploring answers and alternative solutions, implementing solutions, escalating unresolved problems.

· Fulfills requests by clarifying desired information; completing transactions, forwarding requests.

· Maintains call center database by entering information.

· Keeps equipment operational by following established procedures, reporting malfunctions.

· Updates job knowledge by participating in educational opportunities.

· Enhances organization reputation by accepting ownership for accomplishing new and different requests, exploring opportunities to add value to job accomplishments.

Worked as “Business Associate” for Tata Consultancy Pvt. Ltd from August 2010 till June 2012.
· Working with SAP portal through CRM and KANA application provided by the company.
· Attaining daily, weekly and monthly production targets with 100% accuracy specified by the process.

· Continuous follow ups to solve pending works in daily basis & providing the feedback to the team members.

· Understanding the customer complaints & solving their issues.
· Establishing work plans.

· Solving the query of Citibank customers related to credit card.
Promoted as “Senior Process Associate” in Tata Consultancy Pvt Ltd from June 2012 till Sept 2016. 
· Responsible for billing of UK/US clients regarding the consumption of electricity & gas.

· Actively participated in training the new team members & ensuring their 100% productivity.
· Effectively manage the team in absence of my Team leader.

· Responsible for preparing rosters & deployment of staff. 
· Responsible for reviewing the financial documents processed by the team as per the business rules defined by the client.

· Performs regular standard tasks but with an opportunity to vary work sequencing.

· Requires minimal supervision to manage daily activities and is able to meet deadlines.

· To meet Service Level Agreement and productivity targets.

· Is responsible to log all errors identified at the quality review stage and also give constant feedback to the entry level associates

· Be a team player by providing required inputs on time to enable the team to process the task efficiently.

· Responsible for keeping commitments in a timely manner and resolving issues promptly.

· Accountable for customer satisfaction and providing high quality service.
· Provide effective on the job training to the newcomers on all the accounting tasks assigned to them.
Achievements-
· Promoted as a “Senior Process Associate” by TCS PVT LTD based on my performance.
· Has been appreciated by the management for the excellent service provided based on client feedback.
Personal Details-
- Languages known: English, Hindi, Urdu and Bengali.
- Date of Birth: 26-January 1986
- Sex: Female.
-Marital Status: Married

- Religion: Islam
- Nationality:  Indian.
- Visa Status : Visit Visa
References – Will be furnished upon request.
I hereby declare that the aforesaid information is correct to the best of my knowledge.
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