CURRICULUM VITAE
NAME: 

Alka Mishra

CONTACT: 

9643315353
EMAIL ID: 

alkamishra660@gmail.com
ADDRESS :                C-59, Roof top floor, DDA LIG flats, Arunodaya Society, Dwarka                          Sector 7, New Delhi- 110075
CAREER OBJECTIVE
​​​​​​​

To work in a competitive environment where I am everyday exposed to new challenges and learning; where my understanding, knowledge and abilities are fully utilized.
WORK EXPERIENCE
· Processor Advanced at AON. Consulting. Pvt. LTD




(2015-2018)
                  Responsibilities:

· Administration of the Health and Benefits services for our clients across the world. 

· Handling client deliverables and completing them within the proposed timeline.
· Key responsible for client discussions, queries, feedbacks and first point of contact for the queries

· Resolving employee’s queries over the email, related to the benefits, access to the TBS etc.

· Closely work with third party in maintaining the data of employees and their benefits.

· Resolving vendor’s queries over any incomplete information of employees.

· Creating Payrolls and vendor files based on the timelines.

· Creating monthly report (MI Deck), SOP, Manuscript to share the progress and development.

· Resolving the issues occurring in the current system

· Maintaining a healthy relationship with vendors and clients.

· Currently working in BT (Openreach) 
(2018 - Till date)

Under Open Reach have worked under several portfolio’s     
             
Routing Solutions: Dealt with failed orders and raised planning and survey activities
to update the routings for orders to execute on TAT.

FTTC Tails: Dealt with RCA of failed/delayed orders and chased relevant team to get the orders processed further without any failure.  
 
Contact engine: As a POC (Proof of Concept) Project we dealt with appointment reschedule/cancellation/confirmation related to Broadband/Telephone in UK. I was the part of Automation helping team to convert this POC into automation. Used to send communications via. sms to users to confirm the scheduled appointment, so that engineer visit can be saved if it is required to cancel/reschedule.

Grievance Handling: In case of defect/complaint we used to handle it and also save engineer visit to avoid any monetary impact to the service providers.

CS Furthers Provision - LLU: Dealt with the exception/fallout for LLU Provision orders along with the RCA of LLU orders and chased relevant team to get the orders processed further without any failure.
PROFESSIONAL STRENGTHS
I am a quick learner that helps me in exploring different business and helps me to excel. Confident, Dedicated, Progressive & Positive attitude. Sincerity & Discipline with Commitment & Devotion.
ACADEMIC QUALIFICATION
	Course/Degree
	Institution
	Board/ University
	Year of Passing

	Graduation (BSc)
	J.C Mills girls college, Gwalior
	Jiwaji University Gwalior (M.P)
	2009

	12th
	K.V. No.1 Ambala Cantt
	CBSE
	2006

	10th
	K.V. No.1 Ambala Cantt
	CBSE
	2004


PERSONAL DETAIL
Date of Birth
:  October 18, 1988
Marital Status

:  Unmarried

Nationality


:  Indian

Languages


:  English & Hindi

DECLARATION
I hereby declare that all details furnished above are true to the best of my knowledge.

