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OBJECTIVE: 

To work in a stimulating environment and to reach higher echelons in an organization that offers potential for advancement and professional growth while allowing utilizing one's acquired skills and experience. Seeking à job in à fast-paced development environment where I can use my strong organizational skills, experience knowledge and work well with people.
HIGHLIGHTS OF EXPERIENCE:

Having an experience of 11 years in Operations, Customer care, Back Office, Administration, H.R Dept, Quality assurance and monitoring all Kerala branches in the level of Middle management.
· Monitor the overall functions of processes handled; identify improvement areas within the team & implement adequate measures to maximize customer satisfaction level.

· Sound understanding of administration with a global mindset & strong quantitative and conceptual abilities

· Well adaptive towards corporate culture and behavior & ability to work under pressure

· Sincere, Positive minded and hardworking, 

· Good in devising team building activities for the office

· Has excellent interactive and public relations skills

· Tend to put maximum effort to complete the assignment with full Commitment and trait for perfection

KEY SKILLS:
· Coordination

· Public Relations

· Problem Solving

· Directing Many Personal

· Team Building Activities

· Knowledgeable in computer applications, such as MS Office and Adobe

· Efficiency to learn new things

· Tend to put maximum effort to complete the assignment with full Commitment and trait for perfection

COMPUTER SKILLS:

 MS – Office & P.Point, Swift Accounting with Ex-Next generation Software, Certificate course in Tally, Diploma in Computer Application
Other Qualification: Hindi Bhooshan from Kerala Hindi Prachar Sabha
CORE COMPETENCIES:

· Workflow Planning & Prioritization
· Time & Stress Management
· Administration/Coordination/ Customer Relations

· Quality System Procedure Layout for various departments
FUNCTIONAL SKILLS:

Customer Relationship Management

· Managing customer service operations & ensuring customer satisfaction by achieving delivery & service quality norms. Identifying & implementing adequate measures to maximise customer satisfaction level.

· Building & maintaining healthy business relations with major clientele to generate avenues for additional business. 

· Maximising client satisfaction levels through prompt redressal of queries & grievances. 

· Ensure efficiency in operations & meeting of individual & group targets. 

Operations Management

· Handling overall office administration functions along with HR Dept Works.

· Designing and executing innovative systems and processes for meticulous monitoring and control of resources and improved delivery of customer service and improvising facilitation services.

· Maintaining database of client details and issues for delivering personalised service.

Client Servicing

· Interacting with key accounts and clients across different sectors, generating business from the existing accounts, thereby achieving business goals. 

· Ensuring customer satisfaction by achieving delivery & service quality norms

Public Relations

· Training the staff to meet client requirements properly to ensure client satisfaction and smooth transition. 

· Forwarding feedback to top management for improvements in service standards. 

General Administration

· Recording of all incoming & outgoing information through Phone, Letters. Maintaining up to date files and records in order to provide feedback to the top management.

· Handling general clerical duties including office administration, staff establishment. 

PROFESSIONAL EXPERIENCE


Computers & Printer Industry – UAE – Currently Working  - April 2014
Duties: Back Office Management, Customer Relations, MIS for Payment Collection Monitoring of Administration & HR Works.

. 

Designation: Administration Executive

Reporting to: Manager
Responsibilities: 

· Co-ordination of the back office works such as monitoring the payment collection with Field Executives.
· Administration Works such as Handling Petty Cash 

· Hr works which includes the SIF file preparation for the salary of the month of the employees
· Preparing report of day-to-day payment details of both Inward and Outward Cheques of both Customer’s & Suppliers.
· Preparation of Quotations for Service and AMC
· Execution of the Purchase order received against relevant quotes


UPS Industry – Cochin – Aug 2010-Feb-2013

Duties: Sales Coordination, Sales Login to Material Dispatch Execution, MIS Reports, Customer Support, Monitoring of CRM & Monitoring All Kerala Sales. 

Designation: Relationship Executive

Reporting to: Managing Director

Responsibilities: 

· Quality System Procedures Layout for Marketing, Services, Materials & Customer Relations Departments. 

· Simplifying Procedures’ for Marketing Funnel & Order Execution.

· Data Unifications & fine tuning for the New CRM Software for sales.

· Enquiry generation and back office Support to the sales team.

· Coordinate with the customer and the department to ensure smooth workflow and achieve customer satisfaction.

· To manage skilled and unskilled resources and achieve good results.

· Co-ordination of the back office works, such as preparing report of Sales & Service Business details of all Kerala locations

· Co-ordination with the collection of Payments of Sales & Service Business from executives, and collecting the Weekly reports of the collection, and submitting the Weekly & Monthly report to the top management..     

·  Dealing with customer’s through phone and attending their queries

· Preparation of Quotations & Tenders

· Execution of Purchase order’s Receiving and submitting the relevant documents to concerned dept for further proceeding to the Delivery of the Product.

· Preparation of FUNNEL, Weekly, Monthly Report, on the Basis of Sales & Service Business of all Kerala Locations

.
Collection for banking Industry – Cochin – Aug-09-Aug 10

Duties: Back Office Management, Customer Relations, MIS for Payment Collection Monitoring of All Kerala Collection Execution etc.

. 

Designation: In Charge - Collection

Reporting to: Branch Manager
Responsibilities: 

· MIS Co-ordination with the collection executives, and collecting the day-to-day reports of the collection, and submitting the daily report to the top management

· Co-ordination of the back office works, such as preparing report of day-to-day payment details of all Kerala locations 
· Dealing with customer’s through phone and attending their queries

Insurance Industry – Cochin – Feb 08 - Feb 09

Duties: Front office Management, Customer Relations,  HR Dept Assistance, Attendance, Induction training for New joinees,  Maintenance of recruitment Trackers, Operations Works like Printing & Dispatch of Policy Documents, Maintenance of Daily Policy trackers, renewal of policies, Issuance of policies.Underwritting & Scrutinizing of Policy Documents, Login the Policy & Scanning the Policy documents etc.. 

Designation: Executive –Customer Care- Operations

Reporting to: Branch Service Manager
Responsibilities: 

· Dealing with the Insurance policies, Maintenance of daily policy trackers, renewal of policies, Issuance of policies.

· Printing and Handling and Dispatching of Policy Documents.

· Handling the H R works Such as new joining formalities of new joining employees and entering the Recruitment Trackers.

· Underwriting and Scrutinizing of Policy Forms Logging the Policy and Scanning of the Policy Forms      


Vehicle Industry-Dealership of Maruti Suzuki – Cochin – Aug 05-Feb 08

Duties: Back office Works, Customer Relation Maintenance, Front office Management Renewal of Insurance Policies, MIS Reports, Personal FILE Maintenance, Handling Sales Calls, Handling Customers and attending their Complaints & Queries
Designation: Customer Relation Officer-Back Office Assistant
Reporting to: CEO
Responsibilities: 

· Co-ordination of the back office works, such as preparing reports of day-to-day payment details of all Kerala locations’
· Co-ordination with the sales dept of insurance, and collecting the day-to-day reports of the sales executives, maintaining the sales register and submitting the daily sales report to the top management

· Dealing with customer’s in front office and attending their queries
· Dealing with the cash & cheque from the customers and settling the payments.

· Dealing with customer’s in telephone and attending their complaints

· Dealing with the renewal of insurance policies & preparation of daily reports.

Franchisee-Idea Mobile Communications – N Parur – May 04-Aug 05

Duties: Front office Management, Customer Relations, Day to Day payment Collection, Sales Coordination. 
Designation: Customer Care Officer

Reporting to: Branch Manager
Responsibilities: 

· Dealing with the Customer Complaints and handling the complaints 
· Dealing with the day to day billing and entering the bills and sending reports 
· Dealing with the day book and entering the day to day transactions
· Dealing with the sales co-ordination and collecting the day-to-day reports of the sales executives and maintaining the sales register and submitting the daily sales report.


Vehicle Industry-Dealership of Honda – Cochin – Déc. 02-Apr- 04

Duties: Front office Management, Customer Relations, Handling of AMC section, Filing of claims. 

Designation: Customer Relations Officer

Reporting to: Service Manager
Responsibilities: 

· Dealing with the Customer Complaints and handling them 
· Dealing with the A.M.C. section relating to the vehicles 
· Dealing with complaints of the customers relating to the service of the vehicles.

DECLARATION
I hereby declare that all statements above mentioned are correct and true to the best of my knowledge.




Age:


33 





Sex:


Female





Nationality:


Indian





Qualification:


Master of Business Administation (H R & Marketing) from Indira Gandhi National Open University      (I G N O U), New Delhi, in the year 2012


Bachelor’s Degree in Commerce from Mahatma Gandhi University, Kerala, in the year 2003.





Total Experience:


10 years 2 months





Languages Known: 


English, Hindi, & Malayalam				


Marital Status:


Married


Husband’s Visa





Location Preference:


Anywhere in UAE.





Employer: Nano Computer Systems LLC, - Dubai, UAE                             Currently Working





Employer: Azzite Solutions Co Pvt Ltd –Ernakulam                                        Duration: 1 Yr








Employer: Range Marketing Co Pvt. Ltd, N. Parur                                        Duration: 1.3 Yrs








Employer: Unicorn Uptime Power Pvt Ltd,- Ernakulam                             Duration: 2.5 Yrs








Employer: Reliance Life Insurance Co Pvt Ltd  -Ernakulam                       Duration: 1 Yr





Employer: Indus Motor Co Pvt Ltd –Ernakulam                       Duration: 1.3 Yr








Employer: Muthoot Honda Co Pvt. Ltd, Ernakulam                                       Duration: 1.2 Yrs









