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                       chanbiatcfk@yahoo.com

	PERSONAL INFORMATION 
Father’s Name : Adam Basha

Date of Birth    : 28-08-1981
Sex                    : Female
Religion            : Muslim
Marital Status: Single
Languages 

Known             : Tamil, English,                                     

                            Hindi, Urdu.

PROFESSIONAL SUMMARY 
· 11 years of overall experience.
· 10 years of Banking experience.
· Ability to learn new process quickly.

· Flexible, able to work effectively in a team or as an individual contributor.

· Good team worker.

· Honest, Sincere and Hard worker with a high level of Integrity.
WORK SUMMARY:

· Worked as a Manager in HDFC Bank

· Worked as Senior Analyst (B3) in Barclays Shared Services.

· Worked as Customer Service Executive in Intelenet Global Services.

· Worked as an Email Support Executive in HTMT Global Solutions.
September 2015 to February 21, 2020.
December 2011 to July 2015
August 2009 to 23rd Sep 2011

October 2008 to July 2009


	OBJECTIVE

 To associate with an organization, which gives me an opportunity to improve my knowledge, enhance my skills in latest technologies, and be a part of the team that works towards growth of the organization as well as my personal growth. 

ACADEMIC RECORDS

       Currently studying MBA in Madras university Correspondence.

· BACHELOR OF CHEMISTRY
               Justice Basheer Ahmed Syed Women’s College (S.I.E.T)

               Year of passing                   


: April 2002
              Aggregate Secured



: 70%

· Higher Secondary  Certificate(HSC)

Sri R K M Sarada Vidyalaya Girls Higher Secondary School

      Year of passing
        

            : April 1999
     Aggregate Secured



: 84%

· Secondary School Leaving Certificate(SSLC)

            Sri R K M Sarada Vidyalaya Girls Higher Secondary School

Year of passing



: April 1997
      Aggregate Secured



: 84%

TECHNICAL QUALIFICATION: 
Certification
 : 
                                         1) Software Testing at Elmaq Institute
                                  (QTP, Win Runner, Test Director,
                                  Load Runner)  
                          2)  Honors Diploma in Computer
                               Application (HDCA)

                          3) Advance Excel 

                          4) Type writing

                                        English : Lower (First Class with Distinction)

                                                      : Higher (First Class)  

                                 Tamil    : Lower (First Class with Distinction)

                                                 : Higher  

WORK EXPERIENCE 
· HDFC Bank

Designation  

:  Manager
Duration

:  September 2015 to February 2020.
Client: HDFC bank.
process Description:

· Credit card operations and services, worked in a Senior Management team who handles entire credit card operations and complaints through E-mail 
· Investigating and analyzing customer’s complaint related to credit card and send e-mail to respective team to solve customer queries. 
· Changing customer address, mobile number for credit card after verifying KYC documents.
· Analyze customer back ground and take decision whether to approve or to deny customer’s request.
· Investigating disputed transaction and send e-mail to customer according to the output.
Major roles:

· Handling team and to make them complete their work within TAT.
· Sending escalation e-mails to respective teams to get revert and to close the case within TAT.
· Sending e-mails to Panel members and Nodal officers for exceptional approvals in a given format.
· Asking clarification on the error found on respective team by raising Root Cause Analysis (RCA) and sends it to quality team.
· Barclays Shared Services 

Designation  

:  Senior Analyst (B3) Direct reporting to AVP

Duration

:  Dec 2011 to July 2015
Client: Barclays bank.
process Description:

Investment banking:

· Equity settlements - reconciliation of stock and cash

· Trades booked by front office, any failure of trade such as amount mismatch, insufficient funds etc., will result in trade breaks.
· Solving the trade breaks by contacting different departments either by calling or through e-mail

OPerations:

· Returning Funds of Deceased Customer after verifying KYC documents.
· Separating Joint account from the deceased customer account & Freezing the Accounts.

· Receiving customer request through letter (e-mail), analyzing and taking action as per the request.

· Sending letters to customers who have not paid DDR, STO correctly at the given time.
Major roles:

· Processing, Allocation 

· Training the new joiners in the sub-processes

aCHEIVEMENTS:

· I got Ambassador Award in the Month of Sep’2012, April 2013, May 2013 & July 2013. 

· I got selected in Exceed training which includes Advance excel, people skills and successfully completed with certification.
PRocess Improvement:

· Given process improvement ideas which got selected and implemented. Also I received award for the process improvement ideas.
· Intelenet Global Services

Designation  

:  Customer Service Executive
Team Size

:  80

Duration

:  10-Aug-2009 to 23-Sep-2011

Client: Barclays bank
process Description:
· Opening various kinds of Loans for the customers

· Analyzing and verifying customer KYC documents which includes ID card verification and document verification before opening any bank account.
· Verifying the “Forms of Agreement” signed by the Customer.
· Issuing Formal notices to the Bankrupt customers.
· Separating Joint account from the deceased customer account

· Closing the accounts of Bankrupt customer’s etc.,
Major roles:

· Processing, Allocation and Consolidation

· Training the new joiners in the sub-processes

· Mentoring the bottom performers and new joiners.

· Participating in WebEx Sessions whenever there is a migration of new processes

aCHEIVEMENTS:

· Top performer in the team for the month of Feb’10, Mar’ 10, Apr’ 10, Dec’ 10, Feb’ 11, Apr’ 11, June 11, Aug 11.

· HTMT Global Solutions
Designation     
:  Email Support Executive
Team Size

:  50

Duration

:  21-October 2008 to 16-July 2009

process Description:

· Solving customer queries through Email(direct interaction with the customers)

· Sometimes solving issues by making calls to the customers.

· Activating and deactivating mobile numbers of Airtel.

· Activating products (SMS Package, GPRS, Hello Tunes etc, involved in the network)

I hereby declare that all the above information furnished is true to my knowledge.
Date:

Place: Chennai.                                                                          A.Chandbi 
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