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Professional Summary

Perceptive Collection Manager astutely administering and collecting loans and payments. Adept at reconciling past due accounts in a firm professional manner. Committed to securing client payments and settling account matters through effective negotiations and efficient staff management. Skilled in multitasking to ensure maximum productivity. Specialize in working in an often stressful environment and motivating staff. Strong analytic professional skilled in Collection Management, Sales, Back-end Operations, MIS, Data Management and Customer Relationship Management (CRM).

KEY SKILLS


Collection Process:

· Keeping track of demand generation of the customer’s timely delivery of demand letters. 

· Follow-up with clients for Collection of Outstanding dues respectively and ensure timely collection against the demand generated.

· Collecting payments from customer and timely submission of cheques in bank keeping track of the cheques clearance with the coordination with accounts department.

· Managed in house Team & Collection Agencies, Maintaining collection MIS, Handling branch audit, Control several agencies including Collection Agency / Repo Agency / Valuation Agency / Empanelled Advocates.
· Managing productivity by fixing productivity parameters for In-house / Agencies / collection executives monitoring performance against set parameters and daily review the same.

Customer Service:
· Responsible for post sales customer documentation work for the project.

· Preparation of allotment letter and payment schedule. Handle transfers, cancellations.
· Preparation of Monthly progress/payment demand letter and ensure payment collection on time.

· Monitor accurate and timely sales documentation. Handling queries of customers and correspondence, via walk-ins, telephonic, mails or e-mails.

· Responsible for all outward and inward documents of customers.

· Receiving customer complaints and coordinating with the concerned department to ensure closure of the same during construction and after possession under defect liability period.

· Prepare weekly and monthly reports pertaining to the status of documentation work, payment collection, outstanding payments and payment receipts with respect to modification work.

Backend Operations:
· Preparation of various daily, weekly and monthly MIS, like sales reports, collection reports, outstanding reports and others as required by the management.

· Debtors Ageing Reports and Analysis for the Reasons for such Ageing. Collection Tracker & related reports. Collection accounting & reconciliation related activities up to Audit.

· Periodic reconciliations of account statements with channel partners, issuance of credit and commission notes.

General Administration
· Monitoring adherence to statutory code of conduct & compliance.

· Writing reports of daily activities and irregularities.
· Liaising with various external agencies for seamless operations.
PROFESSIONAL EXPERIENCE


Dwarkadhish Projects Pvt Ltd

(Gurgaon)


Nov 2016 to Feb 2018
Manager – CRM-Collections






Tenure:
01 Yrs 03 Mths


TATA Motors Finance Solutions Ltd.

(Rohtak)


Jun 2015– Nov 2016
Area Collection Manager –Recoveries (Commercial Vehicle)



Tenure:
06 Months


Parsavnath Developers Limited

(New Delhi)


Jun 2015– May 2016
Manager – CRM-Collections






Tenure:
01 Year


Netambit Value First Pvt Ltd.


(Gurgaon) 


Jul 2013 – Nov 2014

Senior Manager – CRM-Collections






Tenure:
01 Yrs 04 Mths



UNITECH LIMITED 



(Dehradun & Gurgaon)
May 2011 – Jul 2013
Deputy Manager – CRM-Collections





Tenure: 02 Yrs 03 Mths


HDFC BANK LTD

 

(Dehra Dun & Ludhiana)
Feb 2006 – Apr 2011


Deputy Manager – Collections (Credit Cards)




Tenure:
04 Yrs 03 Mths

ICICI BANK LTD

 

(Lucknow)


Feb 2006 – Jan 2007


Senior Officer – Collections (Auto Loans)





Tenure:
01 Yrs 

D D Motors 

  


(Dehra Dun)


Oct 2001 – Jan 2006
Sr. Sales Executive - Sales & Auto Loans





Tenure:
04 Yrs 04 Mths

EDUCATION


· MSc. Computer Science from MDU Rohtak with 69% (Jan 2004 – Jan 2007).
· Bachelor of Computer Applications from MCRP University Bhopal with 66% (Sep 1998 – June 2001).
· 10+2 from CBSE Board with 63% (Apr 1997 – Aug 1998).
· 10 from CBSE Board with 54% (Apr 1994 – Mar 1995).
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