CURRICULAM VITAE
Namrata Grover
Mob: 9871138861, 9560044782
H.No-203, Pkt C-5 Sector-6
E-mail: chunmun12@gmail.com
Rohini, Delhi-110088
Objective: 


To utilize my considerable experience in almost all areas of Office in a Challenging assignment which will ensure both personal and organizational growth.
Experience:
            Have over 9 years of experience in Back-Office Operation.
Current Status:
From 14 July’2011 to 30th June’2014:
	Organization Name:
Steria India Ltd.





Plot no. 20-21, Sector -135 Noida (UP) 201301


Description:
Joined the Steria India Ltd. as a Process Associate and working as a fraud analyst in Barclays Credit Card Fraud Transaction Process. This process basically deals in credit card disputes. The dispute arose between the customer and the merchant are analyzed and resolved by the way of chargeback resulting a recovery of more than one million pounds for the Bank on a daily basis. It is a knowledge based process which require deep knowledge of Visa and MasterCard Regulations as the entire process works under certain Rules and Regulations, hence a wide range of trainings are conducted prior joining the process. 

Job Responsibilities:

· Retrieving disclaimers from the applications, saving & editing

· Uploading the documents on VROL as well as Mastercom
· Raising Chargeback transaction as per customer request and accordingly provides resolution of confirmed fraud transactions on the credit/debit cards.

Appreciations:

· Received Pat on the BACK in Steria
· Received appreciation from Client
· Worked with 100% Quality and Productivity
Previous Status:
From 23rd Feb’ 2004 to 31st May’2011
	Organization Name:

Exl Services.com (I) Pvt.Ltd.







A-48, Sector-58 Noida (UP) 201301


Description:
ExlServices.com (I) Pvt.Ltd. for the project of Auto Insurance and Mortgage Insurance. This will undertake Application/Policies Processing. Also worked for Banking and Financial Process.
Job Responsibilities:
· Worked for trailing docs department of One west Bank. The job profile involves reviews and audits of mortgage documents. My job profile pertains to carefully verify different document based on tasks and check for the relevant business rules.
· Then moved to Loss Mitigation process. The job profile involves auditing the files of customers regarding their loans for modification and foreclosure.
Appreciations:
Have been appreciated for my performance time to time. During my tenure of working with EXL I have received maximum number of appreciation certificates time to time for achieving targets and giving 100% quality production in the team.
Extra Initiatives and Responsibilities:
Beside my core job I have voluntarily participated in:  
· Monitoring the new joiners and assist them during the operation.
· Updating huddle tracker, schedule adherence and update tracker on daily basis which is a comprehensive information about process related and official updates
Education Qualification:
· Master of Arts from IGNOU University 
· Bachelor of Arts from Delhi University 
· Senior Secondary from CBSE
Educational Achievement:
Have distinction in Typing in English during Sr. Sec Exam.
Computer Skills:

Proficient in MS-Office, MS-Word, MS-Excel, MS-Power Point. Knowledge of Internet & E-Mail. Typing Speed 40 W.P.M.
Personal Information:
Father’s Name

: Sh. Yash Pal Grover
Date of Birth


: 12th Sept. 1982
Marital Status

: Unmarried
Language Known

: Hindi, English, Punjabi

Personal Strength

: Ambitious, Target oriented and ability to work 





  efficiently for long hours.
Place: Delhi








(Namrata Grover)               
Date    








