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ROOPA 
E-Mail: roopa.383953@2freemail.com 
Result-oriented Professional in pursuit of challenging and enriching career opportunity in Banking Operations, Finance & Accounts, Data Management, Administration with an organization of high repute.
PROFILE SUMMARY

Performance-driven Professional with nearly 12 years of experience in:
~ Finance & Accounts
~Administration
~Sports Management
~ Data Management
~Cash application and invoice processing
~ Process Enhancement 
~ Banking Operations

~ Customer Relationship Management
~Office Administration
	Work Summary


ICC Academy, Dubai Sports City, April 2015 till now               

Designation Coaching Administrator and Cricket Cubs Lead 
Role & Responsibilities:

Finance:

· Cash applications and Payment verifications 

· Credit notes and payment collections

· Month end check requests and refund processing 

· Formulated budgets and controlled finance for various coaching Programmes 
· Handled order processing and coordinated with suppliers and customers

· Checked weekly shipments and dispatched orders from Vendors

Administrative:

· Fostered world class customer service to domestic and International Clients.
· Assured efficiency administrative systems and imparted administrative support to managerial staff.

· Managed customer service and assigned sales enquiries. Communicated effectively with parents and Boosters.
· Scheduled meetings and coaching programmes for all age groups

· Organize season timetable for teams and scouted other teams for tactical aims

· Preparation of Training Programs and Coaching Schedules for Schools and Colleges

· Manage customer data for communications and feedback, through CRM systems 

· Familiarity with sports councils, regional committees and national governing bodies

· Part of Media and Publication team for sports Marketing and Broadcast.

· Created promotional literature, reports and event materials

· Handled all aspects of sports events such organizing, funding raising, promotion and regulations

· Coordinated events and organized Open days activities for promotions and activations at ICC Academy and different schools across UAE

· Outlined promotional literature and event materials for coaching programmes and International Tours

Achievements and Highlights:
· Active member of ECB, Emirates Cricket Board and currently representing UAE National Women's Team

· A Level 3 Professional Cricket Coach coaching cricket at ICC Academy at all levels.
· Organized ICC Academy’s first Award night in 2017 which was a big success and the Open House event in 2017
Oracle India Private Ltd., Bangalore, India, from Jun’11 to Mar’13 
Designation: Consultant (Data Management, Global 
Marketing Shared Services)
Role and responsibilities:
Projects Management
Title: Daily and Weekly Uploads and Update
· Involved in:

· Importing and updating the acquired & migrated data into Oracle Data base
· Updating of “Global Survey” data in Oracle data base and Uploading Customer Credentials into the Oracle database
· Updating various Customers Attributes in the Oracle database

· Assisted in keeping the existing customer records current as per the federal government rules & regulations globally
· Carried out automation of telemarketing data and electronic email system
· Served as an active member of “New Joiner Training & Development Team” Responsible for training the new joiners
Title: Phone Opt Outs and Federal DNC Project

· Assisted in updating customer contact details as per the Federal Government register, In line with the respective countries rules and regulations
· Monitored daily ad hoc federal DNC project. Managed weekly sales DNC project
· Handled various other Oracle Data base cleanup Projects
· Ensured effective preparation of process documents and process manuals for various data management processes
Achievements and Highlights:
· Best SME award for the quarter. 

· Served as Vice President Education and V P publications for "Orators" Oracle Toastmasters Club
· Active part of “Rythem” Committee, Oracle Cultural and Sport committee

Outsource Partners International Pvt. Ltd., Bangalore India Jun’07 to Dec’09           
Designation: Team Leader (Deputed to United States of America for a period of 2 yrs to work on Migration Projects)

Highlights:

· Expertise in Accounts Receivables & Payable, Cash Processing, Payment posting and Reconciliation of Payments.

· An individual having comprehensive and conceptual knowledge in HMIS, SAP, Oracle Seibel CRM system, Data quality Tools, Lawson, Production Dash Board, Oracle Data Base System (SQL,PL/ SQL)

· Distinction of migrating 30 or more Accounts Receivable processes, Finance & Accounts while working with Client (Confidential), at Houston, Texas, USA

· Instrumental in Preparing, analysing and interpreting various reports such as SLA, TAT, Status report and other management reports related to the processes

· An effective communicator & negotiator with strong analytical, problem solving and organizational skills Preparing, analyzing and interpreting various reports such as SLA, TAT, Status report and other management reports related to the processes

· Ensuring that all accounts are reconciled daily in time and proactively interacting with transaction Processing Departments  for regularization

· Creating and sustaining a dynamic environment that fosters the development opportunities and motivates team members
· Implementing systems & procedures for the preparation & maintenance of statutory books of accounts, reconciliation & financial statements including analysis of receivables and payables of the company

Role and responsibilities:

Projects Management:

Title: Migration of General AR Processes

· Hands on experience in invoice processing and daily payment posting
· Carried out:

· Review of Payments received from vendors. Reconciliation of Payments received and payments due from Vendors
· Weekly & Monthly Cheque request Processes
· Supervised Onsite team and off Shore teams with respect to daily updates and process changes related to Accounts Receivables
· Handled various trainings and best practice sessions within the team to enhance the skills and knowledge of the team
Title: Implication of Quality Standards for the Processes

· Monitored Onsite Team in preparation of Quality Review guidelines within the various AR processes
· Developing, Implementing and Executing Project Plans and their associated Deliverables in production environment on or before the agreed upon due dates
· Ensured effective preparation of: Process steps for various processes and documentation of the same, Process Manuals for various AR Processes
Title: Collection strategy Project:

· Functioned as an active part of the Collection Strategy team which involved reviewing of various vendor accounts and planning the means of collecting payment which are due
· Assisted in providing suitable payment plans based upon the criteria’s that matched the current market conditions
· Liaised with third party Collection agencies to get the latest credit ratings of the vendors
Achievements:
· Holds the merit of being the youngest to receive “Client Service Award” in 2007 while working at client site, Houston Texas, USA

HSBC Electronic Data Processing India Pvt. Ltd., Bangalore May’04 to Jun’07
Designation: Customer Support Executive (Part of Retail Banking Team) 

Highlights:

· Hands on experience in Bank related to Retail Banking including Personal loans, Credit Cards, Insurance etc and exposure to other Personal banking Queries and Daily customer Transactions

· Multi-disciplinary Executive renowned for managing day-to-day accounts related activities in co-ordination with internal/ external departments for smooth financial operations  
Roles and Responsibilities:

· An SME and Part of Elite Customer Support team, effectively handling back end operations for Premier and Vintage Personal Banking customers
· Assisting the Branch office for End to End Customer documentation and customer credit ratings changes 

· Providing highest quality customer service to customers by proactively handling Customer issues and exceeding expectation.

· Educating customers regarding various Procedures and Policies of Bank and Providing Information on existing and new product launches & promotions with their features.

· Exceeded targets of cross selling credit cards, personal loans, Mortgages, premium accounts and related insurances.

· Provided valuable advice and best options to customers on different ways to operate, enhance and add value to their financial holdings 
· Involved in identifying problems and liaising with various departments of the Bank to resolve customer issue with efficiency.
· Assisted the Team leader in preparing SAL, TAT and other reports related to day-to-day operations

Achievements and 
· Successfully recognized and awarded three times for “Best Quality in Work” with HSBC

· Rewarded for delivering “Zero Error Service” during first quarter of 2007 at HSBC

· Efficiently captained the team which won “MFG Team of the Quarter Award” at HSBC in June, 2006

· Attained “Elite Squad” Award at HSBC in Feb’06

ACADEMIC DETAILS 
2015       Certification in Cricket Business Management and Sports Administration 

                (Sports Management World Wide, USA)                 

2004
Bachelors in Commerce, B.com Jyoti Nivas College Bangalore India
IT SKILLS 
· Win XP, Vista and 7
· Hands on Experience in Oracle and SAP CRM system for Data Management and Supply Chain Management Modules

· MS Office 2007 – Excel, Power Point, Access and Word
· Third party applications – HMIS, Lawson, Accurant
· Oracle Data Base System (SQL/PLSQL)
· Data Quality tool, Production Dash Board
· Completed Six Sigma Green Belt training
EXTRAMURAL ENGAGEMENTS & ACCOLADES 
· Functioned as an active member of:
· Toastmasters International (certified with CL certificate)
· Currently representing UAE National Women’s Cricket Team both indoors and out door.

· South Zone Indian Cricket Team, Karnataka State and Bangalore University, Karnataka
· Holds the distinction of being Certified Level 3 Cricket Coach from International Cricket Council (ICCA)
· Played a stellar role in representing Karnataka State for Javelin Throw Nationals held at Trivandrum in Feb, 2000

· Captained Jyoti Nivas College Cricket team for three years and tour to Sri Lanka in May 2003
PERSONAL DETAILS
Date of Birth: 2nd January, 1983 



Languages Known: English, Hindi, Tamil, Telugu and Kannada

Personal Details: Female, valid UAE driving license  
