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Key Skills


Customer service.


Communication skills


Operational Skills


Planning & Organizing


Info. Collection & Management.


Problem solving


Fast Learner


Ability to work under pressure


Analyzing Information


Result driven & Positive attitude


Team Player


Data entry





   Education


Master of Social Work ( Utkal University -2012)


Bachelor of Business Management.


(Andhra University -2009)


Higher  Secondary -2006


Secondary - 2003





  Professional education


SAP – R/3 sales & Distribution.











CARRIER HIGHLIGHTS





Strong customer support, operations skills & Back office.


2.7 years of Experience with Multinational Companies - Telecom & Manufacturing Domain. 


Well versed in WINDOWS XP/Vista Ultimate/Windows 7/Windows 2000/2003 Server, Microsoft office (word, excel PowerPoint), Outlook.


Create Tools (Macro/Automation) in Excel.





WORK EXPERIENCES


 Company: TATA Consultancy Service LTD. Role: Process Exe.


 Emp. Duration: June’14 – Till date,   Client: TeliaSonarea (Sweden Telecom)      


[


Primary responsibilities


Pick up the customer information/request from the web portal acknowledge the same as per SLA.


Undertake various functions related order/data entry and document the processed order & information


Validation of customer information to process an order entry.


Enter all the customer data/information in the various tools & application 


Maintain the documentation of order/data entry.


Interact with the client and end customer regarding the customer information. 


Archive the customer document and information in the customer database. 


Maintain proper document classification, sorting, filing and proper archiving


Acknowledge the order/request from the customer, analysis the same and extract required information and enter the order/request.


Performs file backup to ensure proper storage and archiving of electronic registers.


Generate the order entry invoice in various applications and send a final invoice receipt to the customer


Ensure 100% quality while making data entry and documentation.


To maintain the 100% service level.


   





   Secondary responsibilities


SOP: Prepare Standard operating procedure for future reference.


Macro/Automation: Prepare Macro / Automation tool in excel for data consolidation.


Reports: Prepare team productivity & other reports – Daily, weekly & monthly


Handle the team in Absence of Team Supervisor.


Provide training to the team members regarding new updates & new process information.


Company: Eaton Technologies Pvt Ltd Process/ Dept: Hydraulic (N. America) | Role: Support Associate – Back office. Employment Duration: Dec’12 – May’14





                                                              Key responsibilities


Validate Purchase Order: check all the valid information to process purchase order from customers. 


Order entry: Insert customer and account data into the various application by inputting text based and numerical information from source documents within time limits.


Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry.


Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.


Enter data from source documents into prescribed computer database, files and forms.


Maintains operations by following policies and procedures; reporting needed changes.


Maintains customer confidence and protects operations by keeping information confidential.


Generate reports, store completed work in designated locations and perform backup operations.


Print information when required.


Maintain logbooks or records of activities and tasks.


Scan documents into document management systems or databases.


Secures information by completing data base backups


Perform multi task at a time.


To work on Automation (Macro) Tools.


To maintain the 100% service level (SLA) & Quality.


Submit daily / weekly work Report to the intended authority.





 ACHIVEMENT / AWARD DETAILS 


BPS-Star Performer – 2 Times Quarterly 


Reward from Client (Telia sonera) for the Process Improvement.





     DECLARATION


I do here by declare that the facts stated above are true and correct to the best of my knowledge and belief.


         


									  	























