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To pursue a challenging and growth oriented career in an organization that offers opportunities to learn & grow by delivering the results.

	Skills and Attributes


· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions

· Detail-oriented, efficient and organized professional with extensive experience in accounting systems. 

· Highly trustworthy and discreet 

· Resourceful in the completion of projects, effective at multi-tasking.

· Excellent written and verbal communication skills. 

· Flexible in any work environment

· Always on the go to take any kind of initiatives


ADP Pvt. Ltd - Hyderabad, India.

ADP is one of the world's largest providers of business outsourcing solutions. Leveraging over 60 years of experience, ADP offers a wide range of human resource, payroll, tax and benefits administration solutions from a single source. ADP's easy-to-use solutions for employers provide superior value to companies of all types and sizes. ADP is also a leading provider of integrated computing solutions to auto, truck, motorcycle, marine, recreational vehicle, and heavy equipment dealers throughout the world with about $10 billion in revenues and approximately 570,000 clients.

Designation: 


      Process Associate (Payroll Process-Major Client Services)

Dec 2012 to Oct 2014

Responsibilities:



· Manages the e-Access Application Cases and resolves all ADP Client Issues and provides support to all the Major Accounts Client Service Centers. .

· Coordinates with U.S. based (client-liaison) Regional Office Champions through Team Leaders to ensure the accuracy, timeliness and overall effectiveness of resolving client issues.
·  Eolve and/or troubleshoot all issues  related to Client Services and provide complete solutions to enhance Client Satisfaction.

· Process cases in a timely manner to achieve agreed productivity and quality targets (as amended or notified from time to time) on all the tasks worked. When pre-authorized and requested, work additional hours to meet peak volumes.

· Remain up to date on current and emerging technological trends, and communicate these trends as appropriate.

· Attend Weekly Quality Calls with onshore team.

· Managing high volume of clients.

HSBC, Middle East Bank- Hyderabad, India.
HSBC  is a British multinational banking and financial services company headquartered in London, United Kingdom. It is the world’s third largest International bank. HSBC is mainly organized within four business groups: Commercial Banking; Global Investment and Markets; Retail Banking and Wealth Management; and Global Private Banking.
Designation: Customer Sales Representative

Feb 2015 to July 2015
Responsibilities:   
· Provide Customer Sales and Services on Banking and Credit 
Cards related issues to the UAE customers

·  Efficiently handle inbound and outbound calls to resolve UAE   customer queries.
·  Electronically process data and respond to customer queries pertaining to banking and credit card transactions from client’s offices across UAE
· Process payments as per customers' instructions.

Academic Qualification

2007Secondary Education (10th)
Loyola High School, Hyderabad, India.
2009Intermediate (CEC)
Loyola Junior College, Hyderabad, India.
2012Bachelor of Arts in Psychology, Journalism and Literature
Loyola Academy, Hyderabad, India.
Computer Skills

· Proficient knowledge of Windows, MS-office

· Proficient on applications like:

                  OTC, Citrix, Mainframes, Siebel, RSVP, MS-Office,                                                                                                                      

                  Typing lower, PTCS, Web Access, E access                                                                                   

5-TABS, FTS, I-Serve Net secure, Hub, Agent Desktop, Unifi
· Good knowledge about technical applications and its usage

Achievements

· Spot awards for  participating in team activities
· Star of the Month’s for 100% quality in production

· Appreciations from the management for stellar service

Languages Known
	
	READING
	WRITING
	SPEAKING

	ENGLISH 
	Excellent
	Excellent 
	Excellent 

	HINDI
	Excellent
	Excellent
	Excellent

	TELUGU
	 Excellent 
	Excellent 
	Excellent 

	URDU
	Nil
	Nil
	Fair


Interests and Hobbies
· Travelling 
· Reading books

· Char coal painting and sketching

· And my other interests include Music and playing guitar
Visa Status: 


Visit Visa.

Date of Birth:


01st February 1992

Nationality:
Indian

Marital Status:

Single
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Office Admin Professional with 2 years of experience


Customer Sales Representativewith 6 months of experience in calling





Work Experience





 Personal Profile








