RANJIT KRISHNAKANT JAGTAP
Tel: 022 - 28917994 / Mobile: 9870122627, 9322878342 
Email: ranjitjag@gmail.com, ranjitjag@yahoo.co.in
Job Objective

Seeking assignments in Office Administration/Operations/Back Office Management/Background Verification with an organisation of high repute.

Carrier Objective

To associate myself with an organization that will provide a work environment in which I can work to my highest potential efficiently and make significant contribution towards growth by utilizing capabilities that I have gained through my education and work experience.

Professional Synopsis

More than 4 years of experience in Office Administration, Computer Training Skill, Handling Carrier Forums, Working on new Setup, More than 3 years of Experience in Banking operations, Quality Assurance, Process Improvement, Presently associated with AGIO PHARMASUTICALS LTD. MUMBAI as a OFFICE ADMINISTRATION AND SALES CORDINATOR. (MUMBAI HEAD OFFICE). Proficient in leading terms for running successful operations, administrations and experience of developing procedures, meeting service standards for business excellence.
Areas of Expertise

Operations

· Supervising operations for rendering and achieving quality services; providing first line client support by resolving queries and their issues.
· Taking end to end decision on process

· Preparing Team MIS reports entailing to productivity, quality, staffing, Capacity Planner, FTE plan, Client reports etc. 
Administration
· Setting out organisation standards while working in Administration Team.
· Implementing standards and setting goals to improvement in the organisation, ensuring higher satisfaction from the superiors 
Training
· Identifying and implementing strategies for building effectiveness with in the employee members.
· Determining training needs of employees and conducting suitable schedule for training programmes.

Organisational Experience

06th Dec’2010 to till date                  AGIO PHARMASUTICALS LTD. MUMBAI

OFFICE ADMINISTRATION AND SALES CORDINATOR (MUMBAI HEAD OFFICE)
· Part of the Office administration team; looking for domestic logistics clients and their requirements,

Preparing invoice for stock delivery in all regions in India and companies head quarters.

· Also looking for medicine stock and maintaining ledgers for stock availability in warehouse.
· Checking payment status and making reports of all retailers, stockiest, doctors, chemists.

· Contacting different vendors and negotiate for the Gifts and stationery prices and also looking for office stationery all over the domestic regions, maintaining Xerox machines for office and warehouse

· Booking transport for warehouse department to move stock from warehouse to other regions smoothly. Also booking transport and hotel stay for office employees who visiting Mumbai to other regions and from other regions to Mumbai.
· As sales coordinator generating MIS report from IBIS systems for Sales head, Business Development Manager, Business consultants, Regional sales Manager, Zonal sales manager, Asst Sales Manager.
· Keeping track of FSO (Field Sales officer – Medical Representative) weekly and Monthly activity including field doctor visit, number of times he meet doctors, chemist, stockiest, retailers & payment collection status. Presenting all reports in front of senior management for evaluation.

Since 18th Mar ’08 to 03rd Dec ’10    FIRST SOURCE (Formerly known as ICICI ONE SOURCE)

                                 

Senior Customer Service Associate: UK based Banking Pilot Process 
            For ‘Group Operations’ Credit cards ‘Lloyds TSB Bank Plc. U.K.
· Part of the Operation’s Team; Preparing Team MIS reports entailing to productivity, quality, staffing, Capacity Planner, FTE utilization plan, Generation of Client reports etc. 
· Part of the Operation’s Team; As a Sr. CSA handling all the basic activities like preparation of TAT,  Authorization and Operation multitasking  
· Specially dealing in Credit card disputes, resolve customer queries with in TAT, this is decision making end-to-end process of banking operations, which directly effect to customer
· Training involves a new team member in the process, trained them process skills and prepare them to take new challenges and responsibilities 
· Delivering the Best OUTPUT results across the floor
Highlights
· Three time Best Performer in team
· Won Best operation Team award 

· Won Team Gladiator award for year 2008.
Sept’07 to Mar’08       Sparsh BPO Services Ltd. Mumbai 
Senior Associate (Process Authorizer): Mumbai Based Banking Process

Barclays Bank Plc. Mumbai for Saving & Current A/C, corporate customer A/C Banking & Finance.
· Part of the Operation’s Team; As a Associate handled basic activity like Saving & Current A/C (CASA)

· Maintain Saving Bank Process Like A/C generation and A/C activation 

· Generating MIS Report for Cheque Issuance and Authorization as per customer request 
· Preparation of Checking Physical AOF (A/C opening Form) and KYC (know your customer) Check list

· Operate Term Deposit Booking, Q.A (World Check)and Customer criminal offence check verification

· Operate Mobile Banking and door step Banking through Mail Support  

Highlights
· Won Best Performer in team

Oct’04 to July’07             Sailee International School and Junior College,  

                                   Harchand Lokhande Madhymik Vidhybhavan, Mumbai

Computer Department In charge cum Office Administration Executive 
· As a in charge of Computer Department handled  2 IT Teachers and 2 Data Entry Operator team
· Taking care of all computers scheduled lectures, Syllabus, Exams and other school activities
· Taking care of Computer Server

· Taking care of all subject Time table and Schedules 

· As a Administration Executive handle office work like Salary Bills (Pay Roll of Employee), Clients Bill Payments, voucher payments and Chalans, MIS Report for Student School Fees and Dues,   
· As a Administration Executive Looking for facilities like Stationery, Maintenance of Xerox machine, copier Machine, Computer Lab and Science Lab, Cultural Programmes, Arrangement of School Outings (Picnic)
· As a administration Executive checking all banking transaction, employee leaves rerequisitions, canteen facility, school picnic and Spot visit arrangement including transport facility. Daily School transport, Arrangement of Daily transport for students. Checking Fire and Safety measures of school and premises  

· Audio Visual Presentation for School and college Students 

· Done Recruitment procedure for School and Junior College teachers and professors Calling and arrangement of Interview for Candidate, Interview scheduling, Offer letter, Appointment letter, Confirmation, approval letter, Joining and exit formality
Feb’03 to Oct’04            St. Angelo’s Computer Institute Ltd. Mumbai
Head of Computer Hardware Faculty Team and Senior Hardware Engineer, Malad Branch

               St. Angelo’s dealing in various types Computer Training Programmes 
· As a In charge taking care of all lectures and Schedules in Malad Branch
· Taking care of All exams held in the Center

· Handled all carrier Forums related to Computer Hardware and Networking

· Handled enquires and guidance related to Computer Hardware and Networking courses   

· Handled House Call after Students enquiry  

Apr’02 to Dec’02            Institute of Banking Personnel selection Mumbai, (IBPS)                                            
Probationary Officer (Scorer Clerk) 
· Maintaining all clerical record related to candidate who applying for Banking Exam

· Scrutinizing Application forms, Verification of all candidate forms, there certificate, employment status, education status etc. with the help of University and employment data
· Taking Care of Project for Air India, IIM Exam (CET,CAT & CAD), Private Institute, all Nationalized and Private Bank
Education

· B.Com from Mumbai University March 2002

· H.S.C form Mumbai Board March 1999

· S.S.C from Mumbai board March 1997
Computer Knowledge 

· MS CIT in the Year June 2003 and Diploma in Office Automation 

· Ms Office, Graphic and Tally 6.3

· Computer Hardware and Networking

Technical Knowledge 

· Pass G.C.C English Typing Exam 30 W.P.M with II Class
· Current Computer Typing Speed 30 W.P.M
Co Curricular Activities 

· Karate – Black Belt holder with First KYU Grade Japan
                  Three time Gold & Three Time Silver Medal on National Level 
                  Three time Best Knock Out Performer on National Level
· Cricket -  Best Pace Bowler and All rounder in Club Tournaments

· Civil Defense – Active Member of Civil Defense Mumbai, 

                           Active Member of Quick Response Team (QRT)
Personal Details

Address : T. D. Mhatre Chawl, R.No. 4, Near Madhu Milan Apt. Eksar Koliwada,
                  
               Borivali (west), Mumbai – 400 103
Date of Birth


:
9thJuly, 1981

Gender 


:
Male

Marital Status


:
Single

Nationality                        
:         Indian

Strengths


:
Honest & Hardworking


Language Known

:
English, Hindi, Marathi

Hobbies


:         Listening Songs, Playing Cricket, Gym 

