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CAREER SYNOPSIS
· A dynamic, versatile professional with 5 years of experience in customer support and adminasst, 
· A keen individual in understanding the various functions of the company and having a thorough knowledge of the process flow 
· Cogenial individual with strong ambitious and motivational skills to achieve success in business and community, 
· Adept in supporting and sustaining a positive work environment that fosters team performance with strong communication and relationship management skills. 
CAREER HISTORY
Customer Support/HR assistant/Admin Asst and Automation assistant
From Jan 2010-till date
Omnitec security Solutions LLC
Job Profile:
Handling the customer with satisfaction of their needs. Delight the customer, above and beyond the call of duty Have intimate knowledge of the customer’s needs
Have empathy for the customers situation 
Able to communicate clearly, both written and in speech 
Have a "thick skin" and is able to handle complaints, even when handling unpleasant customers Work accurate and with eye for detail 
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Able to use automated information systems to analyze the customers situation Able to suggest improvements to the various communications by the company (eg. website, FAQ, etc) 
Willing to build a long-term relationship with the customer (not a "job-hopper") Support the customer with all their technical problems. 
Password Resets 
Attend customer queries. 
Maintenance of employee database, employee personal files. Updating Leave Records. 
Record, maintain and monitor attendance to ensure employee punctuality 
Resolve grievances or queries that any of the employees have. Escalate to the right level depending on the nature of the grievance or issue. 
Shortlisting the CV’s received to the HR mails box and forwarding the same to the management. Arranging Initial screening of the candidates & helping in recruitment processes. 
Visa arrangements such as: Coordinating with the Company typing center in arranging documentations for new employment visas, visa renewals, Medical examination and Emirates ID, Labor cancellation, Transit & Visit visas for guests & suppliers. 
Hotel bookings for guest during their visit. 
Ticket booking for staff at the time of their annual leave. 
Taking care of the Company License, Tenancy Contracts and P.O Box renewals. Maintain files for all the company related documents, branch wise. 
Coordinating with regards to document deliveries and collections. 
Claiming for workmen’s compensation at the time of any employee injuries. Maintain files of all international and local suppliers. 
Checking Company Server mails and reporting to the management in case of any discrepancies. 
Preparing Sales report every month end, based on the invoicing made by the sales employees during the month. 
Filing all the sales reports and sales forecasts of all the sales employees and present the same during the monthly sales review meetings. 
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Working as a secretary to the CEO of the Company Drafting letters, maintaining files for the same. 
Writing minutes of the meeting during all management related and sales related meeting and maintaining a record for the same. 
Booking tickets, and arranging for his stay for the CEO during his travel. 
Arranging visa for the CEO during his travel to China, Amsterdam and other foreign countries. Arranging for transport for the CEO like rent a car, during his visit to Qatar and 
other Gulf countries.
Quotation printing and sending the same to the customers. 
Maintain a quotation log for all the quotations sent, monthly and provide the same to the management every month. 
Filing of all the quotations sent to the customers in a sequence as per the reference numbers given 
Maintain a file for all the orders received & documents related to that order. Attending calls in the absence of the operator. 
Keeping a track of all the faxes received and sent. 
Coordination with the operations during the purchase of materials required by staff such as stationaries etc. 
Co-ordination with the technical for the required materials. 
Assigning the technicians for the received complaints to attend.
Preparing quotations for the maintenance calls, AMCs and projects. Handling the project related calls. 
Preparing the details required for a particular project. Preparing invoices when required. 
HigherPrimarySchoolTeacher(Nov2008tillDec2009)Bangalore–India.
SubjectsTaught:
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Teaching Communicative English and mathematics for primary classes 
2. Arranging artistic games. 
3. Mathematics-Classes5thto 10th 
4. Science-Classes5thto 10th 
5. English-Classes5thto10th 
Responsibilities
Supervise other teaching staffs, organizing workers and volunteers.
Planning and carrying out the daily activities and overall school program, individualize the children progress and make them eligible for upper grade.
Prepareweekly lesson plan,craftitems,andtrainthe children forconcertandsports,recordingtheprogressreport,behaviouralreportsandattendancerecordofthechildren. 
Responsibleforday-to-dayadminwork. Handlingschoolofficework. 
Filingofvariousdocumentsandcorrespondence. 
Customer Service Representatives: Mphasis, Bengaluru, India (July 2007 – Oct 2008)
Responsibilities
Ensure to meet employer standards for speed, accuracy and customer handling, mainly to keep the profits up. 
Respond to calls or emails, largely to existing customers, and numbers of prospective customers calling in bound, do catalogs and other sales work, customer service, and help desk or technical support. 
Ensures ultimate level of service delivered to the costumers who are historically used to more face-to-face personalized service. 
Provide Billing Support to customers who have questions about billing statement charges, interest rates, or related topics. 
Follow-up payments from delinquent customers. 
Handle complaints from customers physically travelling to the company or via correspondence. 
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Process documents, process forms or customers orders. Provides Inquiry Services, Telemarketing or tele services. 
EDUCATIONAL QUALIFICATION
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	2004
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	School TB,Dam
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	ACADEMIC ACHIEVEMENTS


· Bagged second place in running at intercollege levelat state level. 
· As a Throwballplayer , won second place in state level throwball competition. 
STRENGTHS
· Possess effective communication skills 
· Performance driven-excellent team leader 
· Negotiation and customer focus 
· Networking Skills 
· Planning and Organizing 
· Work as an active team member 
· Good listener and compassionate 
IT SKILLS
· Immense Knowledge in MS Office Suite, e-mail applications, internet surfing and web research 
· Diploma in Interior designing with Autocad ,3D max and Photoshop 
PERSONAL DETAILS
Personal Details:
· Date of Birth :25th \july 1986 
· Gender : Female 
· Marital Status :Single 
· Nationality : Indian 
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· Language known : English, Hindi, Kannada, Telegu, Tulu. 
· Hobby : Drawing, Music . Playing throw ball etc. 
· Place of Issue : Bangalore 
· Visa Status : Employment Visa 
I hereby declare that the above information is true to my knowledge.
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