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CAREER OBJECTIVES:
To be a part of an Organization where there are opportunities available for Horizontal as well as vertical growth both in terms of Job Content and Job Functions. To be an epitome of creativity, teamwork and leadership.
WORK EXPERIENCE:
Working with Redingtongulf Ltd., as a Sales Coordinator since 7th September 2014 to till date.
Worked with Kotak Securities Ltd., as a Customer Service Associate since 4th April 2011 to 10th January 2014.

Worked with HDFC Bank Ltd as a Sales Coordinator since 15th March 2008 to 1st Dec 2010.
Worked with M/S Creative Books and Periodicals Pvt. Ltd., as an Office assistant since 1st Dec 2005 to 30th Nov 2006.
ROLES AND RESPONSIBILITY:

Redingtongulf Ltd.,
Designation: Sales coordinator
· Preparing daily basis, weekly basis reports (Stock reports, Sales reports, stock ageing reports).
· Coordinating and following up with back office team and sales team to process orders and to check order status.
· Following up with the logistics team regarding delivery of shipment on time.

Kotak Securities Ltd.,
Department:  Customer Service, E-Broking Division
Designation: Customer Service Associate

· Assisted HNI clients (KNAP – Kotak Privilege client, NRI Clients, Privileged clients).

· Assisted clients in trading and trading related issues with compliance and quality in line.

· Handled the PAN India Branches queries.

· Handled customer calls to place Trading Orders and resolving their queries.

· Handled escalated complaints and solved customer’s issues related to operation and service delivery.

· Co – ordination with other units operations, mid office, compliance for query resolution and A/c opening.

· Having detailed knowledge of equity broking operations and customer service functions.
Achievement: 
· Have been awarded as the best Overall Performer - Branch in branch desk for the Financial Year 2012-2013.

HDFC Bank Ltd.,
Department: Corporate Salary

Designation: Coordinator
· Mail Management, deals with the corporate level issues of the Relationship Managers and checking out the status of the Issues with the given TAT period.
· Checking with the corporate about the account activated status of the employee.
· Maintaining team wise MIS of the assets and cross sales products.
· Following up with Asset teams to ensure conversion of Leads Generated by sales team and if no timely reverts then escalated same to the higher authorities.
· Conducting the joint meet with the team regarding the productivity and quality of performance.
· Ensuring that the productivity of the teammates & others meet the target and doing the Daily Sales entries for the same.
· Keeping in touch with the Product Dept, HR Dept and with Operation Dept for updates.
· Involved in joining formalities and training the new recruits.

· Cross checking the forms whenever it is required.
M/s Creative Books and Periodicals Pvt Ltd.  (Subscription Agency for Foreign Journals)
· To prepare correspondence Letter.
· Preparing Quotations & Purchase order.

· Handled Customers Calls.
· Handled Filing & Upcoming Documents.
EDUCTIONAL QUALIFICATION:
· Completed Bachelors Degree in Commerce from Mangalore University (Year 2003).
· Diploma in Computer Science (Year 2003 – 2004) from NIIT Institute. 

       (MS Office, C, C++, SQL Server 7.0, Linux, Tally 6.3)
PERSONAL DETAILS:
Date of Birth

: 5th March 1982

Marital status

: Married

Nationality

: Indian

Visa Status

: Spouse Visa

Languages Known
: English, Hindi, Kannada and Tulu
DECLARATION: 

I hereby declare that the information furnished above is true to the best of my knowledge.

REFFERENCES:
To be provided on requirement.

