SIBIN B. JOHN ’

Al Rashidiya, Dubai +97 050 820 7827 | sibinjohn384@gmail.com

SUMMARY

¢ "Analytical Process Associate with over 5 years of experience in data analysis, accounts payables, account receivables, banking,
marketing, customer services, financial management and process monitoring. Proficient in identifying process bottlenecks and
contributing to effective solutions. Strong communication and collaboration skills, with a commitment to maintaining accuracy
and quality."

TECHNICAL SKILLS

- Data Entry and Management: Proficiency in data management systems,

- Software Proficiency: Microsoft Office Suite (especially Excel, Word, and Outlook),

- Data Analysis: Basic understanding of data analysis and reporting,

- Compliance: Understanding of and adherence to relevant regulations and company policies,
- Communication Skills: Clear and effective written and verbal communication,

- Analytical Skills: Ability to analyze processes and identify areas for improvement,

- Adaptability: The ability to quickly learn new processes, and adjust to changing situations,

- Time Management: The ability to work efficiently, and effectively,

EXPERIENCE

Genpact India Pvt Limited

PROCESS ASSOCIATE April 2023 to April 2025
- Carrying out day-to-day operational tasks according to established procedures

- Ensuring tasks are completed accurately and within specified timeframes

- Accurate data entry, processing, and maintenance

- Generating reports and analyzing data to identify trends and discrepancies

- Ensuring all activities are conducted in compliance with relevant standards

- Communicating effectively with team members and stakeholders

- Addressing and resolving issues that arise during the process

- Ensure the smooth and efficient operation of business processes

- Maintain accuracy and compliance in all tasks

- Suggesting and implementing solutions to enhance efficiency

Aditya Birla Sun Life Insurance Ltd

BRANCH RELATIONSHIP MANAGER October 2020 to October 2022
- Establishing and nurturing strong, long-term relationships with clients

- ldentifying and analyzing client financial or service-related needs

- Promoting and selling the organization’s products and services

- Meeting or exceeding sales targets and performance metrics

- Adhering to all relevant regulations and company policies

- Collaborating with other internal teams to ensure client needs are met

- Proactively engaging with clients to understand their needs and preferences

- Understanding client risk tolerance and financial goals

- Providing detailed information about product features and benefits

- ldentifying opportunities for cross-selling and upselling

Indusland Bank Limited

SERVICE DELIVERY MANAGER August 2018 to August 2019
- Serving as the primary point of contact for clients regarding service delivery

- Addressing client concerns and ensuring customer satisfaction

- Overseeing the resolution of service incidents and problems

- ldentifying opportunities for service improvement and implementing changes

- Providing guidance, support, and training to team members

- Providing regular reports on service performance to clients and internal stakeholders

- Providing proper documentation of all service related items

- Ensuring that services are delivered in accordance with agreed-upon SLAs

- Addressing client concerns and ensuring customer satisfaction

- Coordinating with technical teams to ensure timely resolution

Qdegree Servises

MANAGEMENT TRAINEE April 2016 to January 2018
- Participating in structured training programs, workshops, and seminars

Rotating through different departments to gain firsthand experience

Assisting managers with daily tasks and operational activities

Preparing reports and presentations to communicate findings

Shadowing senior managers and supervisors to observe their decision-making processes




Contributing to team projects and initiatives

Adhering to company policies and procedures

Gaining knowledge of various departments and their functions

Understanding the interdependencies of various business functions

Providing administrative support, such as data entry, report preparation, and presentation creation

EDUCATION

MBA, Finance and Marketing, ¢ INTERNATIONAL SCHOOL OF INFORMATICS AND MANAGEMENT, 2014 to 2016
Bachelor in Commerce, e ST WILFRED P.G COLLEGE JAIPUR RAJASTHAN, 2010 to 2014

Senior Secondary, ¢ RYAN INTERNATIONAL SCHOOL, 2008 to 2010

Secondary, ¢ RYAN INTERNATIONAL SCHOOL, 2008

PROJECT

2016 - Hotel Marriott Internship
2016 - Chalogy Kya.com

2016 - CECOEDECON

2014 - Parle Biscuits Pvt Ltd

AWARDS

Certification in basic of banking

Certification in English under Cambridge English language assessment
Certification for leadership

Certification in tally ERP 9

OTHER SKILLS

Software Power BI, Smartsheet, Microsoft Word, Excel, and PowerPoint, Image)
Languages English: professional proficiency. Hindi: native. Malayalam: conversational.

PERSONAL DETAILS

- NAME - SIBIN B. JOHN

- DOB -24/03/1992

- MARITAL STATUS - MARRIED.

- VISA STATUS - VISIT VISA.

- PASSPORT NO. - Y8603041

- NATIONALITY. - INDIAN.

- PHONE NO. - +97 050 820 7827

- EMAIL ID. - sibinjohn384@gmail.com

- ADDRESS. - VILLA NO. 44 AL RASHIDIYA, DUBAI.



