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RESUME
Career Objective:
To channelize my effort towardsproviding innovative and responsible service. It is my constant endeavor to strive for advancement of the organization with dedication and determination. To grow to a position of responsibility and utilize my skill and ability.

Work Experience:
SAM BULIDING CONTRACTING L. L. C.
Designation         :  HR Officer and Administration Department 
Duration             :   26/10/2013 till date.

Responsibilities:

Manpower planning:  Identification of vacancies available in organization with coordination of all department heads.

Recruitment and staffing: Job posting in Gulf news and job portal, Shortlisting resumes received, Scheduling and interviews.
People process: Prepare and process offer letter, Coordinate with PRO for arranging visa and other related requirement, Complete joining formalities and maintain HR database of each employee from joining till separation, work related to employee probation, increment, and leave management, coordinate with employees working at various site/project location.
Time office: Maintain attendance of employees and coordinate for salary process.

General Administration: Guest arrangement, payment of mobile and DEWA bills, Insurance policies, record maintaining of all administrative documents.


Serco Global Services Pvt. Ltd 

Designation        :   Sr. Customer Care Executive.
Duration            :   November 2007– October 2013.

JOB   PROFILE   :   Joined as a part of the Pilot Batch trained for Barclaycard Customer Servicewhere I used to deal with online credit card applications, balance transfer and up selling.                                            Got selected for Barclays UK Retail banking process dealing with fraud investigation on customers account. My job profile is to help and guide customers who have fraud on their account and provide accurate information to the customers.
LEARINGS  &  INITIATIVES  :  I participate in all the floor activities, make the daily schedule adherence and handle break structure in the absence of my team leader ,Maintain team SLA’s(Service Level Agreement) specified by the Client/Process for TAT, coach the new joiners in the team on how to minimize the errors and track the accuracy; help in resolving the client complaints on  the fraud  cases as and when required. To motivate and mentor my team members and also provide updates and give them briefing.
To have good communication and people management skills, be a trouble shooter; also have learnt the art of multi–tasking with ease.

STRENGTHS:
Good team player with strong leadership skills.

A self – motivated person with a sense of responsibility.
Good Communication, Presentation & Interpersonal Skills.

Disciplined, Punctual, Honest & Hardworking.

Open to Feedback & New Ideas.
Skyway Cargo Carries Pvt Ltd
Designation         :  Telemarketing 
Duration   :   January 2006 – October 2007
JOB   PROFILE   :   My role was to call potential clients and make them aware of services and deals provided by the company.
LEARNINGS & INITIATIVES   :  I got an opportunity to learn about the stock dealings;meeting withhigh profile clients and learning about ways to handle business assignment. I looked forward to learning new things each day as every day brings new teachings.
ACADEMIC   PROFILE:
	Examination
	Academic Year
	Board / University

	H.S.C
	Feb 2004
	Mumbai

	S.S.C
	March 2002
	Mumbai


ADDITIONAL   QUALIFICATION:
Computer Proficiency:Basic  Computer,MS  Word, Excel.

Aware ofInternet Operations.

PERSONAL DETAILS
DATE OF BIRTH:5th MAY 1986
LANGUAGES KNOWN:English,Hindi,and Marathi& Konkani
Area ofInterest:Singing, Travelling and Listening Music
