Candidate Name:
                                                                   Address:
Objective

Seeking a job which can provide a learning experience in a growth oriented company where advancement & earnings is based upon performance & achievement.
Education

Bachelor of Business Administration (2006-09)
West Bengal University of Technology 






Kolkata, W.B.
12th Standard (2006)
Hariyana Vidya Mandir, C.B.S.E. 







Kolkata, W.B.
10th Standard (2004)

Hariyana Vidya Mandir, C.B.S.E. 







Kolkata, W.B.
Work Experience (5 years 2 months)
American Express







    Gurgaon, Haryana
Consumer Products & Services
Sr. CCP

June 2015 – Present (8 months)
Realistic Realtors Pvt Ltd







     Gurgaon, Haryana

Investments Team

Assistant Manager

August 2011 – March 2015 (3 yrs 7 months)
Steria India Ltd. (Formerly XANSA India Ltd.) 





   Noida, U.P.
Finance & Accounting Service Desk

Process Associate

July 2010 - June 2011 (11 months)
Work Exposure @ American Express
· Worked as a Sr. Customer Care Professional in Consumer Cards Department at American Express

· Work involved taking care of queries of Card Members like Balance Reconciliation, Card Replacement, Making Payments, Dispute Unauthorised Charges etc.
· Maintained excellent work hygiene & consistency throughout the tenure

· Delivered excellent Customer Satisfaction scores & earned Performance based incentives

Work Exposure @ Realistic Realtors Pvt. Ltd.
· Taking care of Marketing Activities (SMS Campaigns, Email Campaigns, Internet Marketing, Flyer Campaigns, Outdoor Media Campaigns & Print Media Campaigns) of the Investments Team

· Preparing Analysis Reports of results achieved through various Marketing Techniques

· Taking care of Sales Accounts (Business & Collections) for the Investment Team

· Preparing Individual & Team, Monthly, Quarterly & Annual Target Reports for Performance Review

· Arranging for Sales Materials like Brochures, Location Maps, Payment Plans, Application Forms of Real Estate Projects for Sales support
· Undertaken & Completed the responsibility of Setup & Implementation of a Lead Management Software in the Investments Team

· Managing the Lead Management Software, listening & keeping check of call quality of calls received by Sales Team & taking out reports for analysis by Senior Management

· Other Activities including Vendor Management, Negotiations, Payment Follow Up, Handling Discrepancies etc.

· Preparing Training PPT’s by searching & collating data from various sources

Work Exposure @ Steria India Ltd.
· Worked with F&A Process Helpdesk of British Telecom, taking care of Payroll & Expenses of BT Employees.
· Preparing Reports by fetching raw data from SQL Server on MS Excel. Reports like Objective Tracker, Login Logout Tracker, Quality Sheet etc.
· Sending customer satisfaction emails, receiving replies & compiling CSAT report for analysis
· Coordinating with the Back Office Team regarding customer queries & complaints
· Worked on softwares like HPSC, Lotus Notes, Oracle E business Suite, Oracle Empress
· Attended workshops on Corporate Trainings (Advanced Excel, Team Building, Time Management & Resource Management)
· Managing the Team in the absence of the Team Lead
Skills
· Proficient in working on softwares like MS Excel, MS Word, MS Powerpoint etc.
· Basic knowledge of softwares like Corel Draw & Photoshop
· Good knowledge of Computers & Internet
· Excellent Communication Skills
Interests

· Travelling to new places

· Knowing about new ideas

· Interest in Mobile phones, cars, bikes, gadgets, internet etc.
Personal Details
· Date of Birth- 

 
· Father’s Name-

 
· Mother’s Name-

 
· Marital Status-

 
· Languages Known-
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