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Seeking a suitable position where my skills can be best utilized and enhanced
EMPLOYMENT OVERVIEW
· Worked in Bank, as a Processor in their Payments (Operations) Department since Sep'2014 till Feb'15 on a temporary assignment
· Handling in processing of  Direct Debit Services requests which comprises of the Creditor accepting payments through the UAEDDS, the Creditor Bank implementing the requests for payments and ourselves for making payments to the Creditor through the UAEDDS within the turn around time

· Handling in processing of Direct Debit Authority cancellation requests within the specific turnaround time
· Responding to e-mail queries received from 3rd party clients & following up those queries related to Direct Debit Authority .
· To call back and verify the details with the customer through the phone regarding the Direct Debit request received from the bank where the request was submitted.
· Handling Administrative responsibilities & liaising with other departments to process the requests on priority basis related to Direct Debit Authority.

· Coordinating in preparing central bank MIS reports.

Since Sep’11 till April'14: Emirates NBD, Dubai, U.A.E. as Customer Support Officer / Processor

· Worked as a Customer Service Representative for priority banking & retail banking customers with Emirates NBD from 2011 till May 2013
· Joined as a Processor for Account Relationship Centre (ENBD Operations) from May 2013 till April 2014
· Handling customer queries for retail, corporate and business banking.

· Managing and escalating queries of varied customers to relevant support departments through delegation of critical  issues to appropriate support associates for resolution and follow up to ensure complete customer satisfaction.

· Complete ongoing trainings to stay abreast of product, service and policy changes.

·  Demonstrating best judgment in the disbursement of adjustments and credits.

·  Providing information on new products, rate plans, and services provided by the bank.

·  Managing multiple priorities and maintaining effective results.

·  Documenting all calls with regards to customer inquires accurately using Call Tracking System through Avaya

· Arrange for the dispatch of products, information packages, brochures etc. to clients and other interested parties

· Handling merchant inquiries and correspondences with VISA International.

· Handling in processing of Fixed Deposits, Account Closures for all Retail, Corporate & SME banking clients.

· Handling in processing of account closures for the customers having more than 4 cheque return

· Preparing credit facility reports on behalf of the other banks (CRAD)

· Handling compliance related cases in order to prioritize the account closures.

· Verifying customer data to detect & identify financial fraud

· Developing processes that reduces the time taken in processing the account closures & fixed deposits applications

· Responsible for supervising the day to day running and operations of the bank, creating a professional, helpful and customer friendly environment.

· Proficient in running successful process operations & experience of developing procedures, service standards for business excellence. 

· Resourceful at maintaining relationship with clients to achieve quality product and service norms by resolving their service related critical issues.

· A thorough professional with a proactive attitude having proven track record in imparting training to operations team by using learning theories & instructional strategies.

· Possesses excellent interpersonal, communication and organisational skills with proven abilities in training & development, customer relationship management and planning.

Since Mar’08 till June'2011: RBS (The Royal Bank of Scotland) now ADCB, Dubai, U.A.E. as Business / Customer Support Officer - Business Support Unit

Accountabilities:

· Responsible for activities regarding sales, marketing, customer relation management, & maximizing revenue.

· Finding various new businesses opening to get commercial business and attain set goals.

· Assessing market, current trends in market, finding competitors, also giving suggestions for product improvement

· Designing and applying various methods to accomplish targets on monthly, quarterly, and yearly basis. 

· Answering inquiry, questions & complaints of clients in order to keep revenue generation of the division.

· Deliver the revenue and balance sheet targets assigned. 
· Identify target customers/ customer segments within specific area. 
· Rapidly grow customer base and business. 
· Provide hands-on relationship management to ensure effective and timely delivery of the bank’s services/ products to the customers of the overall division. 
· Review the overall portfolio in a timely manner and recommend appropriate credit facilities in line with the bank’s credit policy to maximize earnings while containing risks to an acceptable level. 
· Implement and maintain complete control aspects i.e., documentation, periodical customer visits/call reports, expires on monthly manner in order to monitor the assigned portfolio effectively. 
· Follow-up and monitor assigned relationships to ensure satisfactory account conduct and early ratification of various credit related issues. 
· Undergo an annual review process on the assigned portfolio to maintain strict credit discipline. 
· Develop strong working relationships with all existing clients at key levels, to optimize utilization of the current portfolio. 
· Ensure high performance culture and delivery of professional and quality of customer service. 
· Continuously monitor customer satisfaction and take measures and initiatives to improve. 
· Regularly review customer complaints, approaching complainant personally where required ensuring prompt resolution. 
· Track competitive activities and regularly report to senior management.
· Timely and close follow up to minimize the delinquency rate. 

· Undertaking additional tasks/responsibilities assigned by Reporting Manager
· Time management & prioritizing job processes/tasks.
May’06 – Feb’08: Lister Technologies (P) Limited, Chennai, India as Process Associate - Customer Service & Medical Billing Department
Accountabilities:

· Performing analysis of outstanding insurance payment reports and identifying priority accounts for negotiation with Insurance Companies on behalf of medical services to recover the cost of treatment rendered by the Physician.

· Providing customer support as needed and for extensive work.

· Training Junior Team Members on how to improve on customer satisfaction.

· Extending customer service for multiple doctors from various specialities.
Jul’05 – Apr’06: India Healthcare Solutions, Chennai as Trainee Process Associate
Accountabilities:

· Handling operations related to AR Medical Billing – U.S. Healthcare Industry.

· Analysing outstanding insurance payment reports and identifying priority accounts for negotiation with the insurance companies on behalf of the medical services to recover the cost of treatment rendered by the Physician.

· Extending customer support and service for multiple doctors from various specialities.

PROFESSIONAL  SKILLS  :

• Expertise in Communication skill
• Good presentation and organization skills

• Excellent in analytical and statistical skills

• Proficient in Computer application

• Expert in Ms Office, Tally

• Known operating systems- Windows XP, Vista

 MARKETING & SALES STRATEGIES :

· Retain existing customers and extend more services to them. 

· Identify prospective customers; evaluate prospects and develop new customers.

· Monitor the volume of business that is generated from all accounts on a regular basis and after due analysis work out a strategy to enhance business further. 

· Initiating marketing solutions to build data base and customer preference to drive volumes. 

· Plan marketing activities to achieve volume estimations and review effectiveness.

· Analyze market trends, sales performance through channels, and other critical trends.

· Accomplishing primary and secondary sale targets
SCHOLASTICS
· B.Sc. (Chemistry) from Loyola College, Chennai, Tamil Nadu, India 
PERSONAL DOSSIER



Date of Birth   


:
   19th  January 1982

Marital Status


:
   Single

Nationality



:
   Indian

Languages Known     
:
   English, Tamil, Hindi & Marathi
U.A.E License       :      YES
