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OBJECTIVE

To Succeed in an Environment of Growth & Excellence with a Job, that will provide Job Satisfaction, Self-Development & also help in achieving Personal as well as Organizational Goals.
PROFESSIONAL SYNOPSIS

· Approx. 8 years & 9 months of Experience as Customer Service & Technical Support in BPO Operations. And currently working as Sr. Executive - Administration for 2 years & 2 months with Commercial Sector. 

· Able to Adapt & perform in Competitive Environment. Excelling under Work Pressure & Diverse situations.

· Proven Skills in Managing to work in Sync with the Corporate set Parameters & motivated in achieving Business & Individual Goals.

· Profiled as Escalation Gate to listen to Customer’s grievances with the Service Provided by Clients. Skilled with conducting Technical Training Sessions for enhancing the Performance & Quality of Service.

· Excellent Communication & Interpersonal Skills with proven abilities in Customer Relation Management & Team Management.
· Responsible for providing an efficient & Professional Administrative & Clerical Service to Colleagues, Managers & Supervisors to facilitate the efficient Operation of the Office.

Core Competences

(     Manpower Management
(    Strategic Planning

(   Customer Relation

· Personnel Management
(    Operations Management 
(   Time Management



· Marketing Research

(   Training & Development
(    Brand Management

· Product Planning

(    Public Relation

(   Visionary Leadership                   
· Compliance


(    Word Processing & Typing
(   Filing & Data Archiving
· General Accounting

(    Computer Operations

(  Office Equipment Operations
Professional Experience

S R Enterprises, Nagpur
Authorized Corporate Partner
Senior Executive – Administration (2012 – Febuary 2015).
Job Profile:

· Performing Administrative and Secretarial Support Functions for the Director. Coordinating & Managing multiple Priorities & Projects. 
· Scheduling Appointments & Maintaining Accurate, Up-to-Date Client Information.
· Assisting with General Accounting Functions, Maintaining Journals. Providing Telephonic Support – Investigating & resolving Billing Issues. 
· Handling requests for Information & Data via calls, mails & in Person.
· Setting up Email Groups for Committees.

· Circulating Business related Documents via Post & Emails to Clients. Also managing the Incoming Post Circulation.

· Scanning/ Copying & Filing Notes & Business related Documents.

· Recording, compiling, transcribing and distributing the Minutes of Meetings.

· Taking care of Stationaries & Ordering new Supplies.

· Raising Purchase Orders & Chasing Outstanding Accounts.

Wipro Technologies, Mumbai

Global Leader in Online Career Management & Recruitment Solutions.

Senior Associate – Customer & Technical Support (2009 - 2012).
Job Profile:

· Providing Customer Service & Technical Support to Home Broadband Users residing & using Client Broadband & Vision [through Broadband] Service.
· Supporting Broadband – Internet Connectivity using Router & Modem, Initial SetUp & Connectivity Issues – Intermittent, Dropping, Slow, No Internet, etc. Guiding Broadband users Identify & Diagnosing the Connectivity Issue.  & providing troubleshooting steps.
· Vision – Getting Television Programs & New Releases with Regular & Premium Package using Vision Box (SETUP Box). Setting up Vision by connecting the Vision Box to Router. Running Diagnostics & troubleshooting with Customers if required.
· Providing Billing information, Warranty & Order Details. Providing Rebate & Refunds & Dispatching replacements as required & keeping a track of the same.
IBM Daksh Business Process Pvt. Ltd., MindSpace, Malad, Mumbai

Executive Operations – Technical Support (2007-2009).
Job Profile: 


· Technical Support with Broadband [Internet Service] – UK Process – Internet connectivity using Router & Modem also Dial-Up Connection.
· Performing Automated Diagnostics for Broadband related Issues.
· Guiding Callers (UK Residents) to check & diagnose the setup with Router, Modem for Broadband Connection.


Sutherland Global Services, Interface, Malad, Mumbai

Senior Technical Support (Computer Hardware & Software). (2005-2007).

Job Profile:

· Providing Technical Issue Solution [Hardware & Software] with Client Manufactured Desktop Computers.
· Issues like System not Responding, System Poor Performance like being Slow & No Boot. Also supporting Issues with Software - Applications like Anti-Virus, Internet, Emails & other Customer installed Softwares.
· Answering to Pre-Sales Enquiries, Billing Details, Refund, Return & Rebate, On Site Tech Service Information’s & the Charges.
· Giving Shipping/ Delivery & Order Status. Explaining the Warranty Entitlement.
Medusind Solutions India Pvt. Ltd. (KPO), Nirlon Complex, Goregaon [East]

Senior Client Service Executive, (2003-2005).
Job Profile:
· Out Bound calls to Patients & their Insurance Companies on behalf of the Providers (Doctors) Office: Medical Claim Payments.
· Updating Team Coordinators, Team leaders, Mangers & Clients with team updates.
· Providing on Job Training to new Joiners’.
· Manage the reporting across goals/objectives & new initiatives. 

· Ensure strong process adherence across the entire team. 

· Proactively manage the quality of all customer interactions.

· Resolve & / or escalate any conflicts within team members.

· Participate in team huddles on a regular basis.

· Identify & share best practices among team members.

Educational Qualification

· Master of Arts (Part - I) - Economics, Kalina University, Mumbai (2000)

· Bachelor of Arts (Economics), K J Somajya Collage of Arts & Commerce, Mumbai (1999)

· HSC Arts, National School of Open University [CBSC Board], Ghatkopar - Mumbai, (1996)

Personal Particulars

· Date of Birth: 20th June 1977

· Languages Known: Malayalam, Hindi&English.
· Likes: Reading, Travelling, Internet Browsing, Photography, Music, Cooking, Gardening. 
· Visa Details: On Visit Visa



