SWAPNA RAJAN CHOPRA 
Contact: 09971646545 (M) E-Mail: swapna.r.chopra@gmail.com

I am a competent and a dynamic professional with about 7 years of corporate exposure. At present, seeking a challenging and rewarding position in a noted enterprise. 

Synopsis  


· A competent writer with nearly 4 years of experience in writing. Have worked as a content writer at Clearpath Technology and have done freelancing projects for Ayushveda.com and Panindia.in
· Formerly worked with Corporates like Reliance Securities, Standard Chartered Bank, HDFC bank etc. handling Operations Management and Client Relationship Management.
· Demonstrated skills in customer relationship management with in-depth understanding of related formalities as well as transaction processing.

Domain Expertise 



· Website writing and writing for social media campaigns of clients 
· Proficient at Client, handling, customer service skills and Operations Management Profiles


Career Contour 



Clearpath Technologies Pvt. Ltd                                                                           May ’15 Till Jun ‘16
.......................................................................................................................................................
Content Writer

Role:
· Writing content for company’s Client Websites
· Preparation of Company Manual
· Structuring all types of write ups for company’s important events and newscast
· Have experience in managing contents team in the absence of Team Manager 

Reliance Securities Ltd., Delhi							           Dec’07–Apr ‘09  
Customer Service Officer

Role:
· Resolving client queries and escalations related to D-mat account opening forms.
· Imparting training to sales team on updations of account opening procedures. 
· Undertaking cross selling products to the walk-in clients.
· Resolution of all Head Office queries. 


Standard Chartered Bank, Delhi 						      May ’06-Dec’07
Customer Service Executive

Role:
· Managing processing of all service requests, service issues, and inquiries processing.
· Handling customer queries relating on product, promos and features.
· Ensuring retention of customers by Cross selling / up selling of other products.

HDFC Bank, Delhi 									Apr’05-Apr‘06
Phone Banking Officer

Role:
· Addressing customer queries relating to their personal bank accounts.
· Resolving issues relating to savings and current accounts. Calling customers to resolve disputes not settled over incoming calls.
· Keeping track of the new accounts opened and contact new account holders for their awareness of phone banking services and to increase the penetration levels phone banking.
· Marking stop payments, executing fund transfer requests and taking scan-pass requests.

Personal Dossier



Date of Birth		: 	 16th November 1979
Languages 		:	 English, Hindi & Malayalam                            
Address	:	D 201, Rosewood Apartments, Sirsi, Road, Kahasra No. 664, Karni Vihar,       Jaipur, Rajasthan- 302012
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