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Career Objective:
Obtain a position with a leading organization with committed & dedicated people that will lead to a long term career relationship. Which will help me to explore myself fully and realize my potential. Willing to work as a key player in challenging & creative environment.
Core Competencies
Experienced professional in client relation.
Excellent people management and communication skill.
Flexibility and Adaptability.
Consistent performer and a team player.
Excellent exposure in MS Excel.
Academic Qualification:
Bachelor of Arts in Economics from Mangalore University, India-2009.
Additional Knowledge:
Certified in Tally 9.0.
Knowledge in Basics and advanced features of Excel, Word & Power point.
Professional Summary:
Customer Coordination Executive- Perform Media India Pvt.Ltd,Mangalore–April 14-Oct 15
Senior specialist in Quality- Sutherland Global Services-January 2013 – Dec 2014
Post Underwriter- Envoy US Mortgage Pvt Ltd, Mangalore June 2011 – Sept 2012
Admin -Document controller- Angel Broking Pvt Ltd, Mangalore July 2009 – April 2011
Job Description:
Customer Coordination Executive- Perform Media India Pvt.Ltd, Mangalore–April 2014 to Oct 2015
Ensured good coordination while handling client’s queries and smartly handled the tuff times while attending client queries. Delivered the videos to our international clients through different delivery methods, supporting for editorial, preparing script for the daily bulletins. Providing videos and amending comments in requested language for our client. 
Roles and Responsibilities:
· International Client support and handling client queries.
· Distribution of videos through geo-blocking to our international client.
· Ensuring all the contents reaches the clients without delay.
· Resolve escalated issues from our clients.
· Mediator between the production team and clients
· Timely follow up on pending issues
· Contacting UK supporters for emergency investigation on client queries.
Pre-Underwriting - Sutherland Global Services-January 2013 – Dec 2014 (CITI Bank )
Analyzed and evaluated the collateral, credit and financial status of individuals to grant conventional and government loan approvals. Reviewing of financial statements, credit reports and applicable ratios and other supporting documentation acceptability and customer contact.
Roles and Responsibilities:
· Handling Quality verification for the team.
· Monitoring 100 % quality on daily basis files done by the production team.
· Providing them error feedback for the production what they have did on daily basis.
· Circulating the daily updates to the team members.
· Conducting Quality meeting on weekly basis and applying these criteria’s in a daily basis.
· Preparing periodic and custom reports in a monthly basis.
· Initiating process development plans and implementing during monthly team meetings.
· Constantly reviewing team performance on daily basis.
Recognition
· Received Platinum award for leadership and people management (Sutherland)
Post Underwriter- Envoy US Mortgage Pvt Ltd, Mangalore June 2011 – Sept 2012
Provided pre-and Post-underwriting of mortgage loans for residential properties under Fannie Mae and Freddie Mac guidelines. Carefully reviewed closed loan files to ensure toughness and compliance to applicable regulation and company policies. Directed exception approval for application that violated confirming and non-confirming loan guidelines. Ensured excellent service to internal and external customers. Attained organization goals pertaining to loan development, productivity, and quality.
Roles and Responsibilities:
· Comparing and Validating on all types of Loan.(FHA, VA, USDA, Conventional)
· Income calculation. (Pay stub, tax return, 4506-T, Self-employed Income analysis).
· Title document review. (Vesting, Judgments & Liens, Easements, All Schedules, Chain of title).
· Appraisal report review. (Appraisal cert of completion, Flood cert, Hazard insurance).
· Rectify the Errors and supporting it by concerned documents.
· Checking the Loan Status and communicating with higher level.
Recognition
· Awarded certificate for successful completion of the company’s underwriting class.
· Selected as the Best performer of the Month for achieving targets with healthy quality.
Admin -Document controller- Angel Broking Pvt Ltd, Mangalore July 2009 – April 2011
· Attending client’s queries relating documentation and online related queries.
· KYC processing, Preparation of invoice and updating client list.
· Collection of debits, Petty cash & final settlement of Accounts.
· Input document data into the standard registers ensuring that the information is accurate and up to date.
· Coordinate all activities related to the Document Control procedure.
· Purchasing administration required and employee required goods.
· Preparing MIS and maintaining cheque status in excel.
· Generate the various document control reports as required.
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.
· Supporting Branch Manager in official works and emergency Queries.
Personal Details:
Date of Birth                  
:  30 June 1987
Nationality
:  Indian
Linguistic Ability
:  English, Hindi, and Kannada, Thulu, Malayalam
Passport details: 
Passport Number: K8819560 Valid till 15\01\2023
Visa status: Visiting visa valid till Feb 14th 2016
My strengths include being able to work well with a variety of personalities, to converse with anyone, and to enter easily into new situations with a creative and positive attitude. In addition, I am very detail oriented, persistent, and punctual. 
My resume is enclosed as a first step in exploring the possibilities of employment. Should you need to contact me kindly do so at my e-mail address or mobile phone number mentioned in my CV.
Declaration
I hereby declare that all the information that I have presented is true to the best of my knowledge. I would be glad to provide you with any further details if required.
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