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Career Goal 

Seeking employment with a Company where I can use my talent and skills to grow & expand the company.

I want to be a part of the success in an environment of growth and excellence.

Skills
· Worked in Graphical user interface (GUI) and Mainframe interface.
· MS word, excel and PowerPoint.

· Management Tools like Sales Force, IBM Lotus Notes.

Achievements

· Worked with internal implementation team to handle Client transition program from lower version platform to a higher version platform.
· Worked with managers to achieve 100% Client delivery after transition program.
· Successfully transformed a critical Client to a satisfied partner.
· Received internal appreciation for Client satisfaction.
· Received Client appreciation to complete all Client deliverables in a given time frame.
· Received GOLD award for excellent performance in May 2015.
Core Functional Competencies
Project Management |Team Management | Team Leadership | SLA Management | Performance Management | Strategic Planning | Reporting | Persuasive Communication Skills | Training & Development | Team Facilitator | Target Achievement | Process Excellence | Client Satisfaction.

Education
· High School from CBSE in 2006

· Senior Secondary from CBSE in 2008

· B.Sc. (IT) from Kuvempu University in 2012- Distance Education
Organization
Aon Hewitt | Benefits Operation Administrative (H&W) | October 2013- October 2016.
I was a part of a Mid Market Enterprise group which takes care of Health & Welfare (H&W) for all Mid Market Clients for AON Hewitt.
Key responsibilities:
· Maintain the TAT and SLA’s for the pod so the client deliverables are met in time.
· Supporting other BOA’s in their day to day processing and providing floor support to the newly appoint BOAs in other pods as well.
· Worked on special projects assigned by the BOM (Benefits Operations Manager).
· Identifying defects and escalating them using appropriate escalation matrix.
· Avoiding costly rework and client escalation through identification of root cause of delivery issues, providing solutions that ensured accuracy and improved flow of work.

· Analyze, Resolve and direct any system issue, error or trends impacting larger population resulting from system set-up and work with Benefits Operation Manager (BOM) and Implementation Development Group (IDG) as per client specific requirements.
· Implementing quality improvement measures like quality audits for continual improvement in the services, ensuring higher customer satisfaction matrices.

· Developed and maintained Standard Operating Procedures (SOP), resulting in streamlined process documentation.

· Maintain Coordination between customer care (CSA) and processing assistant (BPO) to find most effectively facilitate issue resolution within client defined service level agreement (SLA).
Vatika Business Centre | Guest Services Executive | Since October 2016.

I am a part of a group which is the leading Indian provider of fully furnished serviced office solutions, with ergonomically
designed state-of-the-art workstations, fully equipped meeting rooms and the flexibility of the virtual office format.

Key Responsibilities:

· To ensure, the SLAs are maintained in line with VBC operating procedures with respect to client servicing and other deliverables.
· To constantly look-out for improving ways in which the assigned business centre clients are served and towards better management / resolution of their complaints in a timely manner.
· To explore different vendors who can cater the needs of the centre and it's clients in order to get the best quality at competitive rates and maintain the good PR with the vendors for henceforth requests.
· Keeping all the ISO (International Organization for Standardization) files and standards up to date in order to meet the guidelines of ISO Audits.
· To verify the Due Diligence documents of the clients and then working with the Legal team to ensure zero error in Due Diligence.
· To ensure that all the client records are  maintained  and updated on a daily basis with no possibility of error and the same is to be share with the accounts team in order to generate the error less invoices for smooth processing on a monthly basis.
· Working with marketing team in order to create more brand awareness on Social media and print media
Strengths
· Good communication skill.
· Soft Skills Ability to work in a team.
· I can work flexibly in work pressure.

· Assessing the needs and preferences of the Clients.

· Dependability.

· Enthusiastic.
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