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PROFESSIONAL SUMMARY
Detail-oriented Commerce graduate with experience supporting operational processes, maintaining accurate documentation, processing transactions, and resolving customer queries. Recognized for accuracy, reliability, collaboration, and the ability to follow structured procedures. Eager to contribute to AI-enabled operations while continuously learning and improving processes.
PROFESSIONAL EXPERIENCE
Customer Experience Executive | Equiniti India (2024–2026)
Processed customer requests and financial transactions with a high degree of accuracy.
Maintained operational records and documentation while ensuring compliance with internal procedures.
Resolved customer queries related to payments, remittances, dividends, and share transactions.
Collaborated with cross-functional teams to resolve operational issues within SLA timelines.
Managed multiple tasks while following structured workflows and quality standards.
EDUCATION
B.Com (Computer Applications) – Dr. MGR Educational and Research Institute | CGPA: 8.68
HSC – National IT International Higher Secondary School | 90.17%
SKILLS
Administrative Operations • Documentation • Data Entry • Microsoft Excel • Microsoft Word • Google Workspace • Communication • Attention to Detail • Time Management • Process Compliance • Team Collaboration
CERTIFICATIONS
• Data Quality Analysis – Tech Mahindra Foundation
• Master Digital Marketing / Learning path- LinkedIn Learning 




