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Career Objective

           Intend to build a career with leading corporate in Hi-tech environment with        committed & dedicated people, which will help me to explore and realize my potential. Willing to work as a key player in challenging and creative environments.

Experience Summary
My main area of experience has been with Banking BPO, primarily with factoring services in Barclays Bank Sales Financing and in the Retailing.
Assignments:

The details of the various assignments that I have handled are listed here, in chronological order

	Industry          
	

	Period
	From March 2016 to till date

	Description
	

	Designation
	Admin & Payment collection Officer

	Responsibilities
	· To perform administrative and office support activities
· Screening calls, receiving and directing visitors

· Creating spread sheets and filing daily production details

· Maintaining attendance and over time data of employees

· Maintaining payment collection/receivables report

· Preparing quotations for sales and filing PO details

	Tools
	


TATA Consultancy services     (CHENNAI)
	Project            
	Retail

	Customer
	THD

	Period
	From December 2008 to April 2009

	Description
	THD is the world’s largest Retailer. It purchases goods and services directly from the manufactures and sells the same to the end customer. I have been assigned into cost change process in THD Control Services.

· Cost change: Our department deals with updating costs at which Home Depot purchases goods from the manufacturer or vendor.   

	Role
	· Tracking mails received from the requestors and allocating the same to each member of the team based on the follow ups.

· Validating Approvals

· Updating costs in IBM (system)

· Handling first level escalations and analyzing the problems and giving solutions.

· Maintaining the Tollgate on a daily basis to meet Service Level Agreement (SLA)



	Solution Environment
	· Windows XP

· Dell and HP Workstations

· Citrix

	Tools
	· MS Access Data Base

· IBM


OUTSOURCE PARTNERS INTERNATIONAL   (COCHIN)

	Project            
	Symcor

	Process
	ATM balancing and IRX

	Period
	From December 2009 to October 2015.

	Description
	Symcor is a leading North American service provider of cheque processing, payment processing, statement production and document management services.

	Role
	· keying multiple fields of data within the AFS application.

· After keying Balancing operators performs reconcilation followed by balancing.

· During balancing envelope and contents are matched.                                                         

· Envelopes and contents which show difference is been adjusted as per adjustment rules.

· Maintain high level of productivity.

· Maintain high level of accuracy.

· Maintain individual performance.

· Complete understanding of data entry instructions.

· Ensure processing deadlines are met.

· Handle daily workflows to optimize utilization of applications.

· Deliver exceptional customer service through teamwork and quality commitment.

· Identify any quality or irregularity issues with clients or customers and report the same to the Assistant manager.

	Solution Environment
	· Windows XP

· Dell and HP Workstations

· Citrix


INTELENET GLOBAL SERVICES PVT. LTD    (CHENNAI)
	Project
	CANALETTO

	Customer
	Barclays Bank Sales  Financing

	Period
	23rd April 2007 to 28th November 2008

	Description
	The project I dealt with is one of the most prestigious processes in Barclays, which deals with Assets and Sales Financing & Factoring services to onshore customers. This includes allocating payments and maintaining customer & debtor’s ledger in the RFP system.

	Role
	· Allocating payments against outstanding invoices in the ledger.

· Recording cases processed every day on day sheet.

· Maintaining and delivering good quality work

· Ensure timeliness on completion of work 

· Maintaining relationship with on shore team

· Ensuring and sending letters to customer & debtor

· Maintaining of daily productivity status logs

· Reducing the Held  Cash Percentage

· Quality Checking in daily basis




Qualification
Bachelor of Science (Zoology)
  (2003-2006)

Cochin College 

M G University (Kerala). 
Technical Qualification

· Well versed in Operating Systems like Windows XP/2000/NT/95/98/DOS

· Application Packages like, Customer Relationship 
Management (eCRM), Order management (OM)., (RFP)Receivable Finance Program (AFS) Advanced Financial Solutions.IBM.
Personal detail

Date of birth

:
23/12/1984
Sex


:
Female

Nationality

:
Indian

Marital Status

:
Married

Visa Status

:
Resident Visa (Transferable)

Language Known
· English (To read, write and speak fluently)

· Malayalam (To read, write and speak fluently)

· Hindi (To read and Speak )

Declaration
I here by declare that all the above written particulars are true to the best of my knowledge & belief.  

Date:  




           




