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Objective  
               I wish to seek an opportunity with an organization in which I contribute to the firm’s success in a meaningful as by leveraging my potential in development of the organization with my hands-on experience.  I wish to start that I bring my capabilities and my right attitude to my career to endeavor, which I am sure, will advance my process in my field of expertise.  
	Summary  	  
I Have 10 years of experience as Customers service, Receptionist, Back Office Executive, Office Assistant and Marketing in  India.  
  
Bajaj Finance Ltd- Sigma staffing solution providing services to  Bajaj Financ Ltd
   (November 2019 to November 2021)  Two Years in India  
Customer Service,
· Responsible for overall achievement of sales and collection target by the management. 
· Selling various types Bajaj bikes .  
· Supervising team members and telecallers 
 Handling customer queries and providing feedback.  
· Provide sales MIS on a daily basis.  
· Developing Relations with Customer and Achieving the Goal of our monthly targets.  
· Dealing my customers from many district.  
· Achieving my performance potentially.  
· Solid experience in collection, excellent understanding of financial services and products on corporate level.  
· Complete the application forms, obtain all relevant documents and primarily Responsible for the KYC norms. 
         
· Handling the company register maintenance. 
 
City Union Bank Ltd–Spick and Span services, providing services to  
City Union Bank Ltd. (May 2014 to June 2019) 5 Years 1 months in India. 
Back Office, Customer Service,  
· All branches of customers account opening KYC entry to systematic filling works. 
· Storage and stock maintenance. 
· Administrative assistant in net and mobile banking. 
· Handling customers applying forged net banking PIN, we will creating the new pin. 
· Handling customers queries and proving feedback.  
· Customers applying ATM card, we will creating new card. 
· Mobile banking pin creating works.  
· New account opening application overall branches Welcome kit creating and distributing. 
· Achieving to my work day to day properly finished.  
· Solid experience in banking, excellent understanding of banking services and products on corporate level.  
  
IDBI Bank Ltd– Naveen Employment Services, Providing services to -Idbi Bank Ltd
( June 2011 to February 2014) 2 years 8 months in India  
Office Assistant, 
  
· Teller said cash counting and Cash bundles assistant work. 
· All register maintenance, daily reports and system storage.  
· Responsible for overall ATM cards dispatched to customers address.  
· Responsible for overall ATM pins dispatched to customers address.
· Identifying business opportunities by listing new companies                     
· Handling customer queries and proving feedback.  
· In all opening pay roll Accounts in Corporate, Salary Accounts products, 
        Achieving to my performance potentially.  
· Solid experience in retail banking, excellent understanding of banking services and products on corporate level.  
· Sound knowledge in sales of retail banking multi products and local banking practices.  
  
ICICI Lombard -Naveen Employment Services, Providing services to Icici Lombard General Insurance. ( June 2010 to February 2011) 7 months. Office assistant
· Handling customers insurance application form fillings.  
· Bike insurance vehicles number and chassis number checking. 
· Handling customer queries and proving feedback.  
 
 
Education Qualification:  
   
· Bachelor of Business Administration –Tamilnadu Open University- 
        Kumbakonam – 2008 – 2011    
· HSS – Little Flower Hr.Sec.School, kumbakonam – 2007  
· SSLC – Little flower Hr.Sec.School, kumbakonam – 2005   
 
 
 
Passport details: 
             Passport Number   : P8426587 
              Date of Issue          : 29/03/2017 
Date of Expiry         : 28/03/2027 
Visa Type                 : Visit Visa 
Visa valid until        : 15/04/2022  	 	 
 
Area of Interest:  
  
Customer Service, Receptionist, Banking, Finance, Marketing,
Data Entry, Sales &Collection  
 
Skills:  
· Proficiency in all Microsoft Office applications.  
 
· Photoshop. 
 
· Strong knowledge in Billing. 
 
· Data Entry. 
 
· Strong presentation skills. 
  
· Exceptional verbal and written communication skills. 
  
· Capable in leading the sales professional team and drive sales and collection goals.  
 
· Strong competitive drive and work ethic to succeed. 
 
  
 
 Personal Data:  
  
	Father’s Name  	  	  	:  
	Manoharan. T 
 

	Date of Birth   	  	            :  
	04.04.1990  
 

	Sex  	  	  	  	  	:  
	Male 
 

	Marital Status  	  	  	:  
	Married  
 

	Languages Known                             	:  
	English & Tamil  

	Permanent Address   	            :  
	Room No 302,   


Arosa Building, 
Near Fronline School, 
Al Tallah 2, Ajman 
United Arab Emirates , 
                                                                                      
  
  
                                               
 
                                        DECLARATION  
  
I hereby declare that above mentioned information is true to the best of my knowledge.  
  
	Date:    	  	  	  	  	                                        Yours faithfully,  
Place: Ajman  
  
(KAVIARASAN. M)  
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