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RESUME


OBJECTIVE:

To get an opportunity in a reputed Organization to provide a meaningful contribution for the growth of the Institute that provides me a good growth opportunities.

PERSONAL SUMMARY:

Always likes to live with the values of Honesty, Hard work & Efficiency in all situations.

I can easily cope with new challenges, and interact effectively with people that I haven't worked with yet. I am also willing to go beyond expectations when it comes to work and being involved. I am very much committed to any task at hand and it is one of my values to finish whatever I have started.

I am hardworking, flexible, work with joy and most importantly, dedicated to my job.
WORK EXPERIENCE:


Overall 3 Years of Professional Experience in Data Base Analyst with Accounts and Sales, 3 years of Backend operations & One Year of Administration and Customer care executive Experience.
· Working as a Senior Process Analyst in TATA CONSULTANCY SERVICES from the date of March 2011.
· Worked as a Senior Process Officer in Back Office Operation at SIMENS IT SOLUTIONS PVT. LTD from October 2007 to March 2011.

· Worked as Administrative Officer in VOICE TRUST from October 2006 to September 2007

JOB PROFILE:

· TATA Consultancy Service.

Designation
: Data Base Specialist (Account & Sales)
Tools Used
: Espec Application & MS Office

Job Description
:Generate the product report from the application as an excel format, analyse it and send to client. Manage the accounts and sales for the client information.
Roles & Responsibilities:
· Documents financial transactions by entering account information.

· Guides accounting clerical staff by coordinating activities and answering questions.

· Secures financial information by completing data base backups.

· Prepares payments by verifying documentation, and requesting disbursements.

· Maintains customer confidence and protects operations by keeping financial information confidential.

· Identifies product improvements or new products by remaining current on industry trends, market activities, and competitors.

· We will get customer requirements and presenting appropriately to make a sale.
· Through telephone calls we will develop the relationship with existing customers in person.

· We will be responding to incoming email and phone enquiries
· Review my own sales performance, aiming to meet targets.

· Generate the report from application through Excel and using macro will format the report to analyse. 
· Using the Excel formulas to modify the report and suggest the product placement as per the product description.

· Send it to the client for their review and suggestions.
· Once we receive the feedback we will apply the changes in application.
· Finally we will deliver the report to the client.
· We will interact with the client viaVoIP for the Adhoc requirements and also for the clarifications if needed.
· Preparing PPT for the clients before the rebuild of the Data Base to make them understand what we going to do with the rebuild.
· Team admin works

· Schedule the meetings & send MOM to the Manager.

· Track the attendance for the team.

· Collate the daily delivery reports from the team and send to Management

· Arrange stationary items for the team members.

· Sending mails to corporate Admin for Cabs and other facilities behalf of the team members.

· Arrange the machineries for the team members, if anything they needed from the networking team.

· SIEMENS IT Solutions Pvt Ltd

Designation
: Senior Processor Associates

Tools Used
: Thalar

Job Description
:Sales & Payments
Roles & Responsibilities:
· Deal with customer Post Office and Savings Account with legal documents. 
· Create the new account for customers

· Check the legal documents (Court Orders, Solicitor’s &Attorney’s) as per client conditions to create a new account for mentally incapable holder 

· Processing sales, accounts and bonds.
· Clarifying queries forthe account holders about the payment.
· Reissue the prizes and bonds.

· Change the address as per their request.
· Modify the account type as perthe account holder’s request and inform them or legal representative through letter and mails.

AWARDS
· Winner of Raising Star Award for the month of October 2008.

· High Productivity with Quality Award for the Month of June 2009, July 2009 and August 2010.
· VOICE TRUST
Designation
: Administrative officer
Job Description
:

· Customer service& respond to customer inquiries.
· Manage distribution of utilities bills and collections of Amount.

· Maintain Accounts for the firm.
· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems

· Scheduling and coordinating meetings, interviews, events and other similar activities

· Sending out and receiving mail and packages

· Preparing business correspondence, typically using Microsoft Office (Word, Excel, PowerPoint, Outlook)

· Sending daily activity reports to Management

· Prepare and distribute payroll for staff

· Maintain the leave management system.

· All day-to-day operation matters

· OTHER EXPERIENCE

· Worked as a Customer Care Executive (voice) in Tamil Nadu Electricity Board (TNEB)from June 2006 to September 2006.
· KNOWLEDGE & SKILLS

· Computer skills including the ability to operate computerized accounting and word processing program at a proficient level.
· Supervisory skills.
· Time management skills.
· Basic Accounts skills.
ACHIVEMENTS:

· Officer in NATIONAL CADET CORPS (NCC) & Won Gold Medal for National level (THAL-SAINIC CAMP – 2005) shooting competition at New Delhi (INDIA).

· “B” & “C” Certificates Cadet.

· One of the participants in MAVLANKAR SHOOTING - 2005 competition at Madhya Pradesh (INDIA)

· Received more than 20 Merit certificates for SPORTS (Football, Running, Long Jump, Javelin throw) in school and college days.
TECHNICAL SKILLS:

Computer Knowledge&Proficiency in MS OFFICE

Word&Excel
- Pivot & Vlookup, Using macros.
PowerPoint
- Presentation 
· Well known to work in WINDOWS 8
· Typing speed 45wpm

EDUCATION QUALIFICATIONS:

· Bachelor of Science in Electronics aggregate with 63% (2003-2006).
· H.S.C. aggregate with 78% (2001-2003).

· S.S.L.C. aggregate with 82% (2000-2001).

PERSONAL INFORMATION:


Gender



: Male


Date of Birth


: 09 December 1985

Age



: 28

Marital Status


: Married
Nationality


: Indian

Language Known

: English& Tamil

Visa Status


: Visit Visa (Valid till 18 Mar 2015)
