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	· 
	Objectives

To pursue my career an organization that would enable me to utilize and build on my analytical, technical and organizational skills and at the same time would also provide me an opportunity for career and personal development.

skills 

· Team player and smart working, enthusiastic and highly committed to the growth and success of the Organization/Project.

· Can adapt quickly to varying business cultures.

· Quick at learning new concepts and technologies and putting them to use.

· Good communication and interpersonal skills. 

· Strong organizational skills and ability to manage multiple tasks in parallel.

Education
University of Madras, Tamil Nadu, India
Bachelor of Commerce (B.Com)
ADDITIONAL SKILL SET
GNIIT (Information Management System)
Professional profile and experience

1. TATA CONSULTANCY SERVICES (TCS - BPO)

    Worked as Sr. Process Analyst in security operations on Credit Card Department (US) under 
    CITI Bank process from Nov-2013 to Aug-2015.
Application:
· First Track
· Global 360 (G360)
· KANA (Email Support) & RPLID
The key areas handled by me are :-
· Need to take appropriate security actions based on card member queries regarding fraud activities.
· Have to investigate about the fraud charges and need to give the conditional credit for the particular charges if posted on the account.
· Need to accept the request (Letter and Documents) from customer and have to send appropriate response through G360 application via RPLID.
· Report extraction from First Track on daily basis.
· End to end online and offline email support through KANA with card members.
· Need to send the reply before the time frame gets end.
· Updating customers address and validating POA.
· Credit fees and finance charges.
· Generating statements on each month based on card member request
· Generating PIN, Account Closure, VRU handling  
2. CREDO SHIPPING PVT.LTD (NVOCC & FREIGHT FRWARDING)
    Worked as Accounts Executive in Accounts Payable Department from Jan-2012 to Jul-2013.

The key areas handled by me are :-
· Checking all the disbursement details based on monthly SOA received from agencies and also on weekly basis.
· Checking all the invoices (Purchase invoice/Vendor Invoice/Good receipt) before making the payment and maintaining the same in separate file.
· Input all the vendor invoice details on Tally ERP
· Maintain Stock details on day to day basis in LRP (Liner Recourses Planning).
· Need to cross check all the payment invoice/receipts before updating into the cost file.
· Need to sort out the discrepancies on the BL
· Preparing Cash Flow Statement on regular basis
· Reports Extraction from the system for reconciliation purpose ( Commission for Imp/Exp and T/s & Calculate the Revenue for local Export & Import)
· Attend to E-mails handling and responding to the agencies requirements.
· Conduct LRP system training to our agencies.
· Create Container Activity Report in the system for all agencies (Contract Updating)

· Approved Container Activity Report (CAR) as per tariff given.

· Creating Contribution Table for Special Rate Request (SRR) approval. 

· Agency CAR queries 

a) Handling cost mapping

b) Validity Period

c) Port Mapping

d) Container Type & Status mapping
3. MAERSK GLOBAL SERVICE CENTER            

   Worked as Sr. Process Associate in Export Documentation Customer Service department       from Feb-2010 to Dec-2011.
The key areas handled by me are :-

· Creating Bill of Lading with the customer details which has been provided from the front office.
· Report extraction from the system (GCSS) to verify the Shipper and Consignee mailing address.
· Updating Bill of Lading details in GCSS.
· Issuing Bill of Lading to customers through system (GCSS).
· Creating unique codes for Shipper/Consignee and Notify Party.
· Quality checking need to be done before issuing the BL to consignee.
· Attending to e-mails handling and responding to the customer depends upon their quires.
· Need to sort out the discrepancies on the BL.
· Supporting other teams in their core process.
IT/ERP EXPOSURE
· MS- Office, Tally ERP and Oracle
· LRP (Liner Recourses Planning) 
· Windows XP, Windows Vista

· Worked in Microsoft Office Tools & Outlook.
Personal details
· Date of Birth            :   03rd May 1988
· Sex                              :   Male

· Nationality               :   Indian

· Marital Status          :   Single
· Skype id                     :   connectsujith87

· Languages known  :   English, Tamil, Malayalam

· Visa Status                :   Visit visa  
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