
AbhishekDubey

Mobile:+918655337472,Email:abhishekk.dubey22@gmail.com

Self-starter,ResultorientedTeam builder,EffectiveNegotiator,PositiveAttitude&DecisionsMaker.

ProfessionalProfile

 PresentlyundergoingPostGraduationDiplomainManagementcourseinIndianschoolofmedia

 Morethan12monthsofRichExperienceinthecustomerservicesandphonebanking.

 CurrentlydesignatedasOperationofficerVFSGlobalservicesinItalymission&MEA(MinistryofExternal

Affairs)atMumbaiBKC.

 Process knowledge,Customercentric attitude,Adherence to qualitystandards and business rules and

compliancetoTATatallservicelevels.

OrganisationalExperience

Visaofficer-Italy

Profile

 VisaOfficer-CurrentlyhandlingSchengenCountries(Italy).

Responsibilitieshandled:

Italy:

ORGANISATION POSITION LOCATION YEAR

ICICIBANK

Indianschoolofmedia
(ISM)

Operatingofficerin
Taxationdept(GSTand
VAT)

PGEM andFreelance

Mumbai 2019

Mumbai 2017-2018

VFSGlobalService OperationOfficer Mumbai Feb16–Dec16

HDFCBank PhoneBankingOfficer Mumbai. Apr14-Dec15

VFSGLOBALSERVICES. OperationOfficer–(Italy-MEA) Feb16–Dec16



 Announcingapplicantsnameasperthetoken.

 ToacceptPassportandDocumentswhicharerelatedtovisarequirementwiththeappointment
letter.

 Toverifyandarrangethedocuments.

 Toacceptpaymentsreceiptfrom theapplicantandDatamanagementofdocuments.

 TotakeBiometrics(Fingerprints)oftheapplicantsandsaveitonthesystem data.

 Togivefinalpaymentsreceiptstotheapplicants.

Operations:

 Entereverydetailofthatdocumentonthedataandsaveitonthebackup.

 Scanninganduploadingofthatdocumentsandsaveitonthebackup.

 FinalauditofthatDocuments.

 Scanningandpackingofthatpassportwithdocuments.

 PackingalltheacceptedPassportwithdocumentswithbackupcopiesinthesuitcaseforsendingin
theItalianconsulateforvisa.

 PrepareDestructionmemo(deleteallthepersonalbackupdata)andfilethesheet.

 Scanningofthereceivedpassportfrom consulateandsentitbythecourieredattheapplicantgiven
address.

 Passporttallyontheregister.

 Makingreportoftheacceptedpassportwithdocuments

 Preparingappointmentschedule.

 Signingontheregisterforthedailyactivity.

Operationofficer–MEA(MinistryofExternalAffair)

Profile

 Operationofficer–AcceptingoriginaldocumentsforMEAAttestation.

Responsibilitieshandled:

MEA:

 Accepttheoriginaldocumentsfrom theapplicantwhichtheywanttoattestedbyMEA.
 VerifythedocumentsandData-Entryonthesystem.
 Acceptthepaymentofthatdocumentsfrom theapplicantandgivingthefinalreceipt.
 Scanningandpackingofthatdocuments.



 SentthedocumenttotheRPOofficeforMEAattestation.
 MaintaintheData-Entryonthesystem.

PhoneBankingOfficer

Profile

 HandlingqueriesrelatedtoCreditcard,InternetBanking,MobileBanking,LoansonCreditcardand
takingcomplaints.

 HandlingHNICustomer’s(HighNetworthIndividuals)andPriorityCustomer’s(TobeHNI)andtaking
variousrequestsoverthephonelike:CreditcardStatement,InternetBankinguserid&Password’s
requestandaddressChangeetc.

 CoordinatingwithvariousbackenddepartmentsforsolvingquerieswithinthegivenTAT.
 FollowupofunresolvedqueriesandhandlingescalatedcallsbyPhoneBankingOfficers.
 Maintainingcustomersdatainanexcelsheetandgivingeverydayreportofsolvedcasestosupervisor.
 PerformingfloorwalkandhelpingPBOinanydifficultiesincaseofallsupervisorsareinmeeting.
 HelpingTeam Leaderinvariousprojectsinimplementofchangeinprocesses.

ACADEMICCREDENTIALS

PERSONALDETAILS

Father'sName : KrishnadeoDubey

DateofBirth : 4thJuly1991.

Sex : Male

MaritalStatus : Unmarried

Language : English,Hindi,Marathi,Gujarati

PermanentAddress: : 03-Kalikashuklachawl,CarterRdno-06,BorivaliEast,Mumbai-400066

Referencesshallbefurnishedaspertherequirement

YEAR DEGREE INSTITUTE

Mar-2012-13 BCOM M.P.V.V.CollegeofCommerce,Borivali-

Mumbai

Mar-2009-10

Mar-2007-08

2017-2018

H.S.C

S.S.C.

PGDM

ShethG.HCollegeofCommerce,Borivali-

Mumbai

ShailendraHighSchool,Dahisar-Mumbai

IndianSchoolOfMedia

HDFCBank PhoneBankingOfficer Apr14–Dec15


