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Career Profile:
Experienced Back office Executive with 7 years of rich exposure across various Mortgage & Hotel operations and analytical capabilities, exceptional interpersonal and administrative skills.
Career Objective:
To seek a position as any Administrative Position in a challenging and stimulating environment envisaging personal growth and career development associating with an organization that provides an ambiance for learning and professional growth. 
Personal Attributes:
Highly organized, efficient, flexible and versatile team player who will work hard and excel in any environment. Dedicated and committed, willing to take on challenging roles, tough assignments and work to tight deadlines. 
Academic Credentials:
· Bachelor of Commerce (66.42%) from Mumbai University.
Other Skills:
· Fully competent with MS-Excel, MS-Word, MS-Power Point, Internet and Email.
Key Skills:
	Management Skills:
	· Able to Manage, handle and operate multiple tasks.
· Able to work independently, as well as work in groups
· Excellent skills in analytical and strategic planning.
· Know when to delegate to subordinates, and when not to


	Staff Development
 Skills :
	· On the job training and coaching
· Effective leadership counseling and motivating
· Lead through example


	Interpersonal Skills:
	· Hard working, efficient, proficient
· Deal effectively with conflicts
· Adapts to changes
· Reliable and responsible work ethic


	Adaptability & Time Management
	· Commitment to work on own initiative and as a part of a team, adapting quickly and efficiently to different tasks.


	Problem Solving
	· Able to gather and analyze a wide range of complex information using logical reasoning and innovative solutions to problems.



Career Progression:
(February 2014 to Till Date: Quality Analyst with Ocwen Financial Services Pvt ltd, Mumbai India
Major Responsibilities:
· Analyze findings from process reviews and develop reports to highlight trends/ opportunities for improvement.
· Perform quality assurance checks and process reviews for all Customer Contact and Processing departments in Ocwen.
· Assist in implementing changes or modifications to the Quality Assurance department's evaluation process
(July 2012 to February 2014:Senior Associate with Tata Consultancy Services, Mumbai India
Major Responsibilities:
· Involved in verifying HMDA information of the borrower and entering it into the system
· Ensuring effective rendering of services to enable smooth flow of day to day operations. Identifying scope for process enhancements for improved services & facilities
· Assess Team leader to prepare reports such as FTE Productivity, Production Reports, TAT Report, etc.
(August. 2009-July 2012:Admin with Pride, Mumbai India
Major Responsibilities:
· Check with the Product stock whether available or not and order for the same
· Prepare Staff Schedule and attendance sheet.
· Also check the Banking Transaction of the Restaurant
(August.’2008-July 2009:Host & Cashier with Rasraj Restaurant, Mumbai India
Major Responsibilities:
· Responsibilities include monitoring the open dining sections of the restaurant for empty and cleaned tables
· Answering the telephone, booking reservations and moving tables together to accommodate large parties.
· Assesses the guest and escorts the guests to the dining room
· Also Handle Cash transaction and Process closing formality
Major Achievements:
· Star Performer award for the 4th Quarter for the year 2014 in OCWEN, Mumbai
· Creditional of being in the team and receives Team of the Quarter in TCS, Mumbai
Personal Data:
Nationality


Indian
Marital Status


Married
Languages Known

English, Hindi, Tulu, Marathi.
References


Can be furnished upon request
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