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Career Objective:
Aspiring to work in a growing organization which has global presence and which gives ample opportunities for career development thereby enriching my experience and vision.

Career Profile:

	


· Detail-oriented, efficient and organized professional with extensive experience in Customer Care Executive and as Sales Executive.
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.

· Excellent in making someone understand what best suits his needs.

· Excellent written and verbal communication skills, computer literate.

· Highly trustworthy, discreet and ethical.

· Resourceful in the completion of projects, effective at multi-tasking.

Work Experience:

Tata Consultancy Services Ltd. Mumbai, India

(MNC dealing with Telephone services for Australian Client – Telstra)

May 2012 to Present

Designation: Customer Service Representative + Information Process Enabler

Duties and Responsibilities:
· Australian Inbound process.

· Sales + Customer service 

· Sell mobile plans and data plans to the customers.

· Adjust sales scripts to better target the needs and interest of specific individuals.

· Providing assistance after sales to customers over the phone for queries related to 3 mobile services.

· Assisting customers queries like explaining the bills, explaining their mobile plan and data plans.

· Assisting customer’s basic technical queries as well.
· Raising Ticket of Work for Telecom Technicians.

· Documenting

· Providing Process related Classroom training to New Trainees

· Mentoring new Trainees and giving them OJT (On Job Training)

· Solving doubts and giving timely feedbacks

· Effective implementation of Process knowledge

· Identifying training and development needs of existing Associates

· Working towards overcoming all the hurdles to provide the Client with complete job satisfaction and meeting Daily SLA.

· Performing Quality checks and auditing team’s ticket of work.

Awards:

· Awarded top performer in Quality for June – July 2012

· Awarded Star performer in Client Satisfaction Survey for the month of Dec 2013 – Jan 2014

· Awarded Star performer – Inspiring Role Model for June 2014

· Awarded for Top Performer in Quality for July 2014

· Awarded Star Performer in November 2014.
Accenture Services Pvt. Ltd. 

(MNC providing Motor, Pet and Home Insurance to UK Clients)

July 2010 to May 2012
Designation : Customer Service Manager

Duties and Responsibilities:

· Providing Brilliant Service to UK customers for their Car Insurance policies

· Probing for Sale of Private car and pet Insurance policies.
· Servicing and collection of Credit Cards Schemes.
· Generating and sending Policy documents

· Mentoring new trainees and guiding them to follow the right procedures.
· Dealing with different customers.

· Conduct clients or market surveys in order to obtain information about potential customers.

Award: 

· Has been Top performer in Client Satisfaction Surveys and received Internal Award points from the client.

Willis Computer Processing (I) Pvt. Ltd.

(MNC in Insurance Broking)

Feb  2000 to 6th Jul 2010

Designation: Process Specialist

Duties and Responsibilities:

· Handling Client account portfolios of International business for the wholesale as well as Retail world independently.

· Ensuring the level of service to the client to be in line and over their expectations meeting SLA consistently.

· Online rendering of premiums, claims, collection and allocation of funds

· Chasing clients via emails and telephone across the globe for latest positions and resolution of queries.

· Constant interaction with UK offices through emails and telephone.

· Debt management and Credit control.

· MI Reporting and preparing monthly projections, working towards achieving targets.

· Preparing and maintaining monthly Fundamental reports.

· Handling all team based activities, leave management, checking and imparting new associate’s training requirements, etc.

Awards:

· Received 'Tier 3 – One Flag Award’ for Efficient Teamwork in Jan'04 towards clearance of high volume Contra entries thereby reducing the Debt figures.

· Received a Certificate of Recognition under 'R & R' for Service Excellence in the Quarter ending September 2006 towards efficiently handling a team of 13, consisting of 50% trainees, in the absence of Team Leader and experienced staff.

· Received a Certificate of Recognition in June 2008 for Outstanding Achievement and contribution towards 50% reduction of Cash positions in the team.

· Received an award under ‘R&R’ (Rewards and Recognition) for ‘All round superb performance’ in Jan 2009.

· Received a 10 year – Long Service Award in 2010 for my Loyalty with the firm.
Flexilens Pvt. Ltd.

Feb 1998 to Jan 1999
Designation: Computer operator cum Office Assistant

Duties and Responsibilities:
· Prepare, examine and analyze accounting record financial statements and other financial report to assess accuracy, completeness and other confirmation to reporting and procedural standard.

· Taking orders for ‘Lens’ on phone from Practitioners, clients and prospective practitioners. Feeding it in the database and forwarding them to the laboratory to be processed.

· Dispatching ‘Ready Orders’ for delivery and updating its completion in the database.

· Accepting orders for servicing of ‘Lens’. Handling postal/courier orders.

· Preparing invoices, vouchers and declarations for outstation lens and solutions.

United Teleshopping Ltd

Jan 1995 to Jan 1998

Designation: Telemarketing Executive

Duties and Responsibilities:

· Taking product orders on phone and feeding it in the database.

· Preparing invoices and forwarding it to the warehouse to be packed and delivered, obtaining Delivery status from the warehouse for updation.

· Follow up with the customers for review of the product.

Education:
· 1994
Degree in Commerce, Ratnam College, Bhandup, Mumbai, India.

Special Skills:

· Proficient in MS Office (Word, Excel, Power Point), MS Outlook and Internet Basics.

· Proficient in typing with 40 w.p.m. speed.

