CURRICULUM VITAE

Charu Tuteja
Faridabad, Haryana 121002
+918595589884
 sweetcharututeja369@gmail.com

CAREER OBJECTIVE
Motivational Team Leader skilled in designing and following production schedules. Offers proven history of maximizing team productivity to meet targets. Dedicated to employee safety and proactive assignment, schedule, and personnel management.
Work Experience

1.November 2022 - Current
Teleperformance - Gurugram
Team Leader.

Job responsibilities

· Created and distributed monthly, quarterly and annual reports to management regarding performance.
· Resolved customer complaints in an effective manner while maintaining a high level of customer service.
· Organized client meetings to provide project updates.
· Reviewed customer service surveys and implemented strategies to improve customer satisfaction ratings.
· Coordinated team activities and delegated tasks to ensure efficient completion of projects.
· Create an inspiring team environment with an open communication culture.
· Set clear team goals.
· Delegate tasks and set deadlines.
· Oversee day-to-day operation.
· Monitor team performance and report on metrics.
· Motivate team members.
· Discover training needs and provide coaching.

2.December 2021 - May 2022
Indiabuls - Gurugram, India
Team Leader

Job responsibilities
· Created and distributed monthly, quarterly and annual reports to management regarding performance.
· Resolved customer complaints in an effective manner while maintaining a high level of customer service.
· Organized client meetings to provide project updates.
· Reviewed customer service surveys and implemented strategies to improve customer satisfaction ratings.
· Coordinated team activities and delegated tasks to ensure efficient completion of projects.
· Create an inspiring team environment with an open communication culture.
· Set clear team goals.
· Delegate tasks and set deadlines.
· Oversee day-to-day operation.
· Monitor team performance and report on metrics.
· Motivate team members.
· Discover training needs and provide coaching.

3.June 2019 - September 2021
Max life insurance - Gurugram, India
Subject Matter Expert

Job responsibilities


· Provided updates on status of contract processes to upper management and other important personnel.
· Maintained accurate records of customer interactions, transactions and comments in the database system.
· Responded promptly to emails sent by customers seeking assistance.
· Promoted high customer satisfaction by resolving problems with knowledgeable and friendly service.
· Analyzed customer feedback and identified areas of improvement in the escalation process.
· Monitored customer service team performance, providing guidance on how to handle difficult situations.

June 2016 - May 2019
Genpact India Pvt. ltd - Gurugram, India
Process Developer
Job responsibilities

· Provided updates on status of contract processes to upper management and other important personnel.
· Maintained accurate records of customer interactions, transactions and comments in the database system.
· Responded promptly to emails sent by customers seeking assistance.
· Promoted high customer satisfaction by resolving problems with knowledgeable and friendly service.

EDUCATIONAL QUALIFICATIONS

April 2015
Maharishi Dayanand University Rohtak, Haryana
Bachelor of commerce

January 2015
Gurukul Institute
Diploma Accounting Diploma including Tally ERP9.0

ACHIEVEMENTS
· Star Performance - Max Life Insurance
· Seven Times Bronze Awards - Genpact India Pvt. Ltd
· Two Times Silver Awards - Genpact India Pvt .Ltd
· Seven Times CEO Appreciation Received - Max Life Insurance
· Best Team Leader- Teleperformance



LANGUAGES KNOWN:
English, Hindi, Punjabi

HOBBIES:
Listening to Music, Cooking, Playing games, 

PERSONAL DETAILS

Date of Birth : 09-12-1994
Gender :	Female

Nationality:         Indian

Marital Status:     Married.
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