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Praveen Chandrasekaran
___________________________________________________
Coimbatore, Tamilnadu, India
Phone: +91- 9894274171, Email: praveennair.msc@gmail.com
__________________________________________________________
OBJECTIVE
Seeking a challenging position to utilize my skills and abilities in area of Teaching and Education that offers a professional growth while being resourceful, innovative and flexible

_________________________________________________________
PROFESSIONAL EXPERIENCE

· SUPER GROUP OF COMPANIES (MUSCAT, OMAN)  

Administrative Manager (Business Operations): April 2013 – January 2019
Responsibilities:  
· Managed property management division with rental accounts payables and receivables.
· Maintained and review monthly management information system reports of overseas branches. 
· Responsible for advertising, website maintenance, customer and landlord relations.
· Oversees the review, approval and reporting of all expenditures. Reviews and approves financial transactions.

· Constructed warehouse operations systems for safe product handling and storage requirements.
· All vacant properties to be maintained properly ensured on-time delivery and customer satisfaction through rigorous quality control.
· NEHRU COLLEGE OF ARTS AND SCIENCE (INDIA)

Assistant Professor, June 2012 to March 2013. 

Responsibilities:

· Teaching subjects like Computer Science and Application within the prescribed curriculum.

· Preparing the lessons and delivering them to the students as well as assigning the project work to them.

· Ensuring active participation of students in the class and clarifying their doubts regarding the subject area.
· Carrying out the research work and guiding the students in their projects / research.

· Guiding students on vocational and academic curricula as well as managing students association.
· PATHFINDER BUSINESS ANALYSIS (P) LTD (INDIA)
Organization
: Pathfinder Business Analysis (P) Ltd, Singanallur, Coimbatore, India                   

Position
: Customer Support Executive 

Sector
: Business process outsourcing
Duration
: 36 Months (Since Aug 2009 to 2012)

Client

: O'Connor & Associates, A leading property tax consultant In Houston, TX, USA.
RESPONSIBILITIES:
· Handled customer inquiries, complaints, billing questions and service requests. 

· Followed up with customers regularly regarding services scheduled and payments due.
· Made outbound collections calls to increase the company’s monthly revenue. 

· Quickly and effectively solved customer challenges to include following up to ensure remediation.
· Provided customers with product and service information.

· Handle 90+ calls daily, with duties including signing up new customers, retrieving customer data, presenting relevant product information.
ACHIEVEMENTS:
· Improved the success ratio and performance
· One among the core performers and topped in performance thrice.
· Handled outbound core collection calls and collected more than $20,000 per month.  
· AEGIS BPO (P) LTD (INDIA)

Organization
: 
Aegis BPO (P) Ltd, Ammankulam, Coimbatore, Tamilnadu, India

Position
: 
Senior Executive – Operations.
Sector
: 
Business process outsourcing
Duration
:
36 Months (Since Aug 2006 to 2009)

Client

: 
Tata Teleservices Ltd. India
Responsibilities:

· Diffuse and resolve various volatile customer situations while maintaining the balance between the interests of the company and customer satisfaction.
· Make service changes, recommend service options, and schedule installations for phone, and internet lines.
· Upsell company products and services to customers and meet target sale conversions.
· Resolve an average of 250 inquiries in any given week, dealing with all types of inquiries including billing issues, installation schedules, product information queries, and numerous other matters.
· Handles customer complaints regarding billing, payments, etc
· Supported MIS manager with technical and managerial functions.
EDUCATION
· Successfully completed the Master’s degree in Computer science from Hindustan College of arts and science, Coimbatore, India in the year 2010.
· Successfully completed the Bachelor’s degree in Computer Application from Bishop Ambrose College, Coimbatore, India, in the year 2006.
LANGUAGES

English



Malayalam


Tamil
Professional Working Proficiency

Limited Working Proficiency

Professional Working Proficiency
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