RESUME 

NAME





:
SRISHTEE SHARMA

PHONE  (mobile)                                          :           821028636669

Email                                                              :          sr_1233@rediffmail.com
Date of Birth                                                  :           29/09/80

Address                                                          :          327-1901, Samik Apt, Cheongmyeoung Maul,

                                                                                                   Yeongtong Dong, Yeongtong Gu, Suwon 

                                                                                   City, Gyeonggi Province, South Korea

Marital Status                                                                             Married      

Spouse:                                                                                      Manjunatha Kulkarni, Employed in Samsung

                                                                                                   Suwon City ,South Korea                        

ACADEMIC  QUALIFICATIONS:

	EXAM

PASSED
	BOARD/UNI-VERSITY
	YEAR
	%
	LANGUAGE STUDIED 
	SCHOOL/

COLLEGE

	Class

X 
	CBSE
	1996
	79,6
	ENGLISH
	DELHI PUBLIC SCHOOL, HARDWAR,INDIA

	Class

XII Commerc-e
	CBSE
	1998
	78.8
	ENGLISH
	DELHI PUBLIC SCHOOL, HARDWAR ,INDIA

	B.COM 1ST YEAR
	DELHI UNIVERSITY
	1999
	60.5
	ENGLISH
	VIVEKANAND COLLEGE ,

DELHI,INDIA

	B.COM II YEAR
	DELHI UNIVERSITY
	2000
	53.5
	ENGLISH
	VIVEKANAND COLLEGE, DELHI,INDIA

	B.COM FINAL YEAR
	DELHI UNIVERSITY
	2001
	56.5
	ENGLISH
	VIVEKANAND COLLEGE, DELHI,INDIA

	ICWA FOUND-ATION COURSE
	INSTITUTE OF COST AND WORKS ACCOUNTANTS OF INDIA
	DEC. 1999
	61
	ENGLISH
	INSTITUTE OF COST & WORK ACCOUNTANTS OF INDIA


ADDDITIONAL QUALIFICATION

	MS OFFICE & WINDOWS (1 MONTH)
	MAY

2001
	NATIONAL VOCATIONAL TRAINING INSTITUTE SECTOR-1, NOIDA,INDIA

	
	
	


One Yr Diploma in Business Management 

Total Work Experience: Five years four months

 Fidelity Business Services India Limited. Gurgaon,INDIA (Customer Services)

  Joined: 5 January 04 as Customer Service Executive in Mutual  Funds 

Responsibilities-

· Processing Applications for both new as well as existing UK clients.

· Placing deal for clients in terms of funds and units 

· Setting up Bank Mandates for the clients (Direct Credit Mandates) to make sure that they get their incomes timely on distribution funds reregistered with Fidelity.

· Doing quality queues.

· Reporting to other departments in UK

· Contacting the other Mutual Fund Providers (Jupiter, Schroders , New Star , Merrill Lynch etc ) in  UK over the phone .

· Taking down  the outstanding  units of  funds (for which deal could not be placed by the normal re registration process) from the various fund providers in UK and then making the provider sheets

· Mailing the provider sheets to Fidelity UK for scanning back in our queues.   

· Contacting Clients and brokers to inform about their account statement.

Worked as a Senior Customer Service Executive (in Deal Corrections Dept) till 22June 07(Customer Services)

· Joined Onshore Deal Corrections in the pilot batch in Sept06

· We, then a team of five members transitioned the department from UK wherein was sent to UK by Fidelity for two months for setting up the process in India.

· Successfully set up the Onshore Deal Corrections Dept in India Service Center(ISC) with team efforts

· Trained most of the team members (new joiners) 

Responsibilities-

· Correcting the errors made by different departments in respective of client’s investments.

· Correction of the day to day deals –buy/sell deals placed by our company (wrong amount, wrong fund, wrong load, wrong comm., late deals etc)

· Making sure that the client holds right number of units, had no error been made in the first go.

· If the P & L is more than $1000USD(on a deal correction), getting it approved by manager-Director depending upon the authorization limit set by the company

· Placing day-to-day deals of the applications received from the clients before the dealing sign off.

AXA Business Services (Bangalore,INDIA)(Voice Based Customer service in the Dept-Call Centre Direct) 17/11/08-28/08/09

Responsibilities-

· Inbound customer service for AXA’s Life Insurance policies,

· Solving the queries regarding their policies with AXA ranging from premiums paid ,mode of payment, frequency of payments ,maturity value of policies ,death sum assured ,bonuses attached to the policy

· Providing them with the surrender value of their policies as and when required.

· Assisting the next of the kin to claim the life policy in the event of death of policy holder

· Chasing the death claim with our banking team and other relevant teams till the claim reaches (via cheque or via direct A/c transfer) to the next of the kin.

ADC Telecommunications Inc,Bangalore,INDIA -(Customer Services-SAP) (Joined 18/10/09-10/11/10) 

Role-

 • Processing Purchase Orders from various clients of ADC on SAP sent by fax and paper 
 • Making sure that same day standards are adhered to while processing the orders
 • Processing debit & credit requests

DESIRED JOB LOCATION: South Korea

