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Professional Summary

Innovsource Pvt. Ltd.– From 20th Nov 2014 – Till date… 
Sr. Executive Associate Response & On-boarding (Team Leader from22nd May 18 onwards)
· Monitor and manage metrics, SLAs, TAT for Backend On-boarding teams.

· Skill based distribution of responsibilities to Team members. 
· Ensure required documentation is received and reflected in the appropriate system / file.
· Prepare various MIS Reports, Job analysis, skill matrix as well as optimum utilization of resources. 
· Revise Standard Operating Procedures, periodically to identify hidden risks or non-conformity issues.
· Train the new and existing team members on the current technology and procedures.

· Create simpler processes, with clearer accountability to deliver the tasks on time.
· Coordinate between different departments/Branches for process requirements, engaging environment & changes.

· Provide timely, information-specific, issue-focused coaching and feedback.

Sr. Executive Associate response (From 01st Jul’17 to 22nd May‘18)
· Managed the toll-free service & coordination between Vendor & IT team to solve the issues.

(Successfully launched WhatsApp with systematic FAQ pattern and planned out how to manage the query flow.) 

· Launched and managed the Automated Query Answering System

· Evaluating team processes, anticipating requirements, uncovering areas for improvement, and developing and implementing solutions

· Team IT SPOC for technical issue and see to it that the query is been solved ASAP.

· To implement the new process requirements as per the said timeline, used to stretch shift timings and complete the task as and when required.

· Ensure that New Joiner is comfortable with the environment and fulfil every requirement like New System, Installing WPS, head set, Creation of User IDs.
· Prepare and deliver reports, recommendations, or alternatives that address existing and potential trouble areas in operating systems across the organization.

· Working closely with team, technicians and managerial staff.

Innovsource – From 1st Feb 16 to 30th Jun 17: 

Designation – Executive Associate response (Leading Team) 

· Managed outbound & inbound calls with the support of team members.
· Handling escalation calls & emails.
· Coordination with HODs and guiding the team accordingly.
· Proper planning and execution to complete the data before timeline by preparing schedule timetable for each of the team member.
· Taking feedback from every individual within the team regarding our associate’s chronic issues, if any. 

· Coordination with cross function team & other branches (PAN India) for faster and satisfactory resolution to Associates.
· Cross checking the resolution emails and highlight the same (If any escalation), also ensure that the query is been resolved in the given TAT.

· Ensure that the team addresses all relevant issues within the specifications and various standards.

· Ensuring that every team member is comfortable on his/her work station, if there are any issues technically or personally etc.

Innovsource – 20th Nov 14 to 31 st Jan 16: 

Designation – Executive Sourcing 

· Handling outbound calls.

· Distributing, collating & maintaining data, for future analyzation.

· Compilation of data and ensure zero error in the same.

· Initiating SMS to Associates in order to provide essential information pertaining to their day to day job.

· Coordinating with outbound team for completion of our activity within the deadline.


Core Strengths

· Analytical and Problem Solver
· Effective Decision Maker
· Good Communicator
· Quick Learner
· Responsible
· Creative
· Punctual

Initiatives

· Daily Data Distribution to team members & Collation.
· Encourage team members to complete the task in someone’s absence.

· IT SPOC of the team. 
· Supervisory Call taking and managing the queries
· Preparing Salary release SMS and sending to the respective associates.
· Encourage creativity, risk-taking, and constant improvement.
· Conduct discussions and forums leading towards issue closure.

· Planning scheduled daily task timetable for every team member.
· Follow up with all Function Heads and ensured 100% query resolution on the same.

· Create a trust oriented environment, open communication, creative thinking, and consistent team effort


Awards & Recognitions

· Rewarded as Star of the Month on Apr’15.
· Rewarded as Star of the month as a team in the month of Dec’15.
· Significant Contributor Award for the year 2017-18


Academic Credentials

TY (BSc.IT)]

         Appeared

SY (BSc.IT) 
          Passed in the year 2014 
Higher Secondary Collage Certificate (H.S.C.)

Mumbai Board Secured Second Class in the year 2012 
Secondary School Certificate (S.S.C.)

Secured Second Class in the year 2010
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Date of Birth

: 10th June 1993


Languages

: English, Hindi, Telugu & Marathi


Marital Status

: Single
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