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PROFESSIONAL EXPERIENCE
Meter Centre Pvt. Ltd., India

Manager - Operations

March 2015 to September 2015

· General Administration of the office

· Manage the HR team – oversee recruitment

· Manage the sales team and submit reports to Management

· Handle customer service queries and oversee complaints from customers about products


Apple Cabs Pvt. Ltd., India 

Team Leader- Customer Operations 

September 2014 to March 2015

· Supervising the floor 

· Generating reports 

· Looking after the quality parameters of the agents by performing audits – 

· Ensuring the service levels and the target (as per the situation and business needs) is met by the agents without compromising on quality 

· Attending calibration calls 

· Handling escalations 

· Coordinating with managers to make the process better

· Leading team meetings and setting targets for team members

· Reviewing performance and conducting  timely appraisals for employees

· Submitting quarterly and yearly reports to Management Team

Motif India Pvt. Ltd., India (eBay U.K)
Senior Customer Care Representative 

December 2011 to September 2014

· Processing of cases/ giving customer service as per the client guidelines.

· Ensuring the service levels and the target (as per the situation and business needs) is met without compromising on quality.

· Support the daily needs of  customers on a wide variety of queries, ensuring their resolution and satisfaction

· Work with customers in overcoming challenges they may face in listing their items for sale and addressing their concerns. 

Provide education to customers on policies.

· Identify customer priorities and key improvement areas.

· Provide feedback on emerging issues on the site.

· Ensure that the safest and cleanest sites possible for the community are provided by clearing out all prohibited items like drugs, Firearms, Adult material and all illegal items listed on the site according to the policies of the online site.

· Monitoring of the suspensions and the restrictions put on accounts. 

· Strictly adhering to the guidelines laid down for the processing.

· Closely working with the legal and security department 

· Handling serious & confidential information like members account details, addresses, numbers, Bank account numbers, PayPal account information.

· Work with Team Leader to leverage best practices and understand new trends.

· Establish relationships with other Supervisors throughout the organization to ensure excellent information flow and feedback on impacts of process, policy and product changes.

· Maintaining the quality standards and efforts for improving the same.

· Resolve product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Recommend potential products or services to management by collecting customer information and analyzing customer needs. 

· Prepare product or service reports by collecting and analyzing customer information. 

· Contribute to team effort by accomplishing results as needed.

· Maintaining the coordination with supervisors, team leaders, and other individuals to collect information.

· Communicating with different functions/teams like Quality, Training, HR, Hiring and recruitment.

· Supervising the floor during absence of Team Lead.

EDUCATION

· BTS( Bachelor of Tourism  studies) - IGNOU, India.

· B.Com (Bachelor of Commerce) – Vinayaka Mission University

· Passed Higher Secondary Examination from ST.XAVIERS School, Ahmedabad
AREAS OF EXPERTISE
- Problem solving

- Ability to handle multiple responsibilities

- Time Management

- Excellent communication skills

- Quick to learn

- Excellent IT skills

PERSONAL DETAILS
Date of Birth:16thMay 1992

Nationality:INDIAN

Marital Status:Unmarried

Languages known:English, Malayalam, Hindi, Gujarati
Hobbies:Football, Reading, Driving.

Achievements:Played Football at State Level, Awarded Best Goal Keeper of the Tournament, Received Best Performer Awards from prior companies.

My goal is to pursue a demanding and active role within a reputed firm with the approach to take up responsibilities to accomplish organizational milestones wherein my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm.

Declaration:I hereby declare that all the details furnished above are true to the best of my knowledge and belief.
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«  BTS(Bachelor of Tourism studies) - IGNOU, India.
B.Com (Bachelor of Commerce) - Vinayaka Mission University
Passed Higher Secondary Examination from ST.XAVIERS School Ahmedabad
Passed Higher Secondary Examination from ST.XAVIERS School Ahmedabad
ERSONAL
=)
Date of Birth : 16t May, 1992
Nationality : INDIAN
Passport No G
Marital Status Unmarried
Languages known ~ : English, Hindi, Gujarati, Malayalam
Hobbies : Football, Reading, Driving.
Achievements Played Football at State Level, Awarded Best Goal Keeper of the Tournament,
Received Best Performer Awards.
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 knowledge and belief.
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