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SUMMARY

Results-driven professional. Strong work ethics, adaptability, and interpersonal skills. With over 20 years of experience in steering and directing all aspects of operations with competing priorities involving client engagement, relationship building and quality control. Recognized and commended for collaborating with upper management to achieve organizational objectives.


SKILLS

	· Administrative Work and Office duties
	· Client Engagement
· Problem Solving

	· File and Spreadsheet maintenance
	· Customer Service and Support 

	· Customer Follow-up and Relationship Building
	· MS Office
· Data Entry and Maintaining records

	· Appointment Scheduling
	· Organizational and Time Management Skills

	· Goal Oriented
	



 	ORGANISATIONAL EXPERIENCE

Company Name:  Slumber Inn Ltd. (New Minas, Nova Scotia)                    Tenure:  Jun’22 till May’24
  Role:  Data Control Supervisor
 Key Tasks Handled:

· Greeted customer and provide assistance
· Performed administrative tasks like, maintaining files, spreadsheets, filing, daily transactions, photocopying and cash checking and balancing
· Ensure timely payments and collected account receivable 
· Answering phone calls, 
· Prepare and submit reports to Manager
· Attention to details 
· Reconciliation of data 
· Entering invoices in Quick Books

Company Name:  SDK ITS Solutions Pvt. Ltd. (India)                                   Tenure:  Oct’19 till Apr’22
  Role:  Team Lead – Office Administration 
 Key Tasks Handled:

· Inbound and Outbound calls made to potential or internal clients to promote products and services, generated sales
· Monitor and manage department and individual performance against target/goal
· General administration and On-boarding
· Order supplies and keep inventory well stocked 
· Record keeping ability
· Time management
· Follow up with the customers regarding delivery schedule
· Calendar and Travel management 
· Regular interaction to fulfil all the training needs
· Preparing & collating reports and emails, maintaining schedules managing databases 

Company Name:  Genesys Global Educare OPC Pvt. Ltd. (India)                Tenure:  Sep’18 till Sep’19                         
Role: Manager – Client Services
Key Tasks Handled: 

· Oversee a team of Client Services Executives and ensure they are providing an exceptional client experience
· Handle the HR with recruitment of new hires in the team which may include reviewing applications, conducting interviews, processing new hire paperwork, and providing on the job training or mentoring to new employees 
· Calendar management
· Ensuring all client databases are updated and audited on regular basis
· Supervising the team members and ensuring they are meeting the company’s expectations as well as performing the general administrative duties

Company Name:  Bill Gosling Outsourcing (India)                                        Tenure:  Oct’03 till July’18
                                 Formally known as MattsenKumar 
Role:  Team Lead - Professional Services 
Key Tasks Handled:

· Understanding and Documenting Requirements - Work closely with business partners to gather complex business requirements and facilitate solution design discussions to ensure you meet project needs to maximize customer satisfaction levels
· Leading and Mentoring – Support end-to-end project implementation as a subject matter expert and provide guidance to a diverse team of technology and project professionals. 
· Maintain a collaborative work environment and support team members to resolve organizational, operational, and process problems.
· Ensuring continuous interaction with the customer to make sure that area of concern can be worked upon for improved service levels
· Conducting training sessions for new joiners and existing team members 
· Regular interaction with client/s to understand the training needs
· Preparing daily, weekly and final training reports and detailed reports on the improvement areas, strengths and weaknesses



ACADEMIC QUALIFICATIONS

1. Bachelor in Commerce (B.Com) from Delhi University



