RESUME
Vishal

Email: vishal.147893@2freemail.com 

Professional Summary:
· A customer oriented, multitask professional with excellent analytical and logical skills.

· Total 10+ Years of experience in Supervising back office teams. 
· Excellent Presentation Skills by using Power point and other MS office tools 2013.
· Proficient in Dashboard preparation with Flow Charts, Pivot tables, Pie/Doughnut Charts, Smart Art and Excel Formulas.
· Aptitude to make people understand and convince them.

· To document the business process by identifying the requirements.

· Ability to work in team as well as individual.

· Expertise in achieving cost-effective production with increased quality.

· Coordination with next Level team for resolution.
· Strong command on English language to communicate with the US & UK clients.
· Coordinating with different teams and clients for resolving the issues related to process.
· Achieved 99.9% application SLA and involved taking proactive accomplish targets.
· Involved in 24/7 on-call support for production environment.
EMPLOYMEnt HISTORY:
1. Saama Technologies Pvt. Ltd. (Blueridge, Phase 1,  Hinjewadi, Pune)
Designation
:
Lead Consultant (L5) – Enterprise Shared Services 
(From 18-June-2015 to 04-Nov-2016)
Domain
:
BFSI
Responsibilities:

· Handling various activities of the process like information gathering, analyzing the information gathered, documenting the functional or business requirements.
· Draft and maintain business requirements and align them with functional and technical requirements.
· Delivered 100% performance and business growth in compliance with established targets.
· Overseeing office suppliers (Cleaning, Hygiene Products, etc.) and ensuring their satisfactory performance.

· Oversee work of Senior Office Assistant, Admin & Relocation Representative and Front Office Personnel and to ensure they perform their duties satisfactorily.

· Co-ordinating various requirements for Main and Branch Offices and Sponsored Companies. (Printing, Stationery, IT ribbons, cartridges, Uniforms, Banners, Flags and Misc. Supplies).

· Overall responsible for the Administration Database

· Co-ordinate purchasing of Office Equipment (Telephone, Photocopier, Telefax, Furniture, Annual Maintenance Contracts etc.)

2. Infosys Pvt. Ltd. (Phase2, Hinjewadi, Pune)
Designation
:
Assistant Manager (4A) – Application and Production Support 
(From 24-March-2014 to 23-Apr-2015)
Domain
:
Telecom (T-Mobile)
Responsibilities:

· Monitoring the Production Mail Boxes.

· Creating Functional requirement Document and Technical requirement documents.
· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Schedule and coordinate meetings, appointments and travel arrangements for managers or supervisors

· Prepare agendas for meetings and prepare schedules

· Record, compile, transcribe and distribute minutes of meetings

· Open, sort and distribute incoming correspondence

· Maintain office supply inventories

· Coordinate maintenance of office equipment
· Handle any ad hoc duties related to the Administration department and as guided by the HR/OD Manager.
3. UPS Logistics Pvt. Ltd. (Magarpatta City, Hadapsar, Pune)
Designation
:
Team Lead (L3) – Application and Production Support 
(From 08-Aug-2011 to 20-March-2014)
Domain
:
Logistics
Responsibilities:

· Maintains office services by organizing office operations and procedures

· Retrieve documents from filing system

· Handle requests for information and data

· Resolve administrative problems and inquiries

· Prepare written responses to routine enquiries

· Frequently review the area of improvement to streamline the support function processes.
· Recruited, trained, led and monitored the performance of team members to ensure efficiency.

· Assisting team with data queries.

· Requirements gathering and analysis.

· Performing Weekend maintenance activities as per the instructions.

4. Integrative Systems (Magarpatta City, Hadapsar, Pune)
Designation
:
Sr. Analyst – Accounts Payable 
(From 08-Aug-2009 to 05-Aug-2011)
Domain
:
Education (Follett Higher Education)
Responsibilities:

· Worked for Production Support Group of Follett Higher Education and provided technical support.

· Monitoring Invoicing for Intercompany accounts, reconcile receivable-payable account to zero and Proficient in documenting process flows, creating “Statement of Work” Knowledge base (SOP’s) and providing process trainings & performance tracking
· Always mentor & support new joiners and regularly conducted refresher training as per the Quality updates.

· Two times R&R winner for Good Performance.

· Migration of 2 processes from Chicago, USA. Implemented process improvement ideas and trained the team.
5. AXA Business Services (Bund Garden Road, Pune)
Designation
:
Specialist – Finance and Accounts 
(From 25-Oct-2004 to 28-Nov-2008)
Domain
:
Insurance
Responsibilities:

· Championed resolution of client (UK) queries. Ensured 100% customer satisfaction and retention.

· Outperformed order processing objectives, delivering 100% of target consistently

· Successfully trained team of 18+. Contributed toward team performance by focusing on team building activities.

· Acknowledged & Awarded as only person in operation with thorough knowledge of PPP process

· In few of the individuals to attend conference calls for leveraging quality customer service

· Independently Transitioned 3 processes from UK, improved the process and trained FTEs on the same.

6. MedSave HealthCare Ltd. (Lokmat Bhawan, Ramdaspeth, Nagpur)
Designation
:
Supervisor – MediClaim 
(From 01-April-2003 to 30-Sep-2004)
Domain
:
Insurance
Responsibilities:

· Processed the MediClaim files of United India Insurance Co. Ltd. Customer, as a TPA.

· Co-ordinate between Regional & Branch offices of United India Insurance to settle claims of customer.

· Attend customer’s & agent’s calls & make sure the queries are resolved on time.

· Evaluate claim files before final settlement and claim payment.

· Escalate claim related issues if any to the MedSave Head office.
7. Star Itech Pvt. Ltd. (Software Technology Park, Sadar, Nagpur)
Designation
:
Process Lead – Transcription 
(From 01-Sep-2001 to 31-Dec-2002)
Domain
 :
Medical
Responsibilities:

· Handled a Team of 30 Transcriptionist for various Medical Transcription Files.

· Interviewed for English Reading, Listening, Speaking and Typing skills.

· Trained & provided floor support to the New Joiners on practice voice files.

· Ensure that the Transcribed files are timely downloaded, transcribed and sent back to the client within TAT.

· Proof read & quality check the transcribed files to make sure 98% accuracy is achieved.

Qualification:

	Sr. No.
	Degree
	School/College
	Year
	University/Board

	1
	B.Com
	DNC College Nagpur
	1999
	Nagpur University

	2
	H.S.C
	Nutan Bharat College Nagpur
	1995
	Maharashtra State Board

	3
	S.S.C
	National School Pune
	1993
	Maharashtra State Board


Personal Details:

	
	

	D.O.B:
	18-Aug-1977

	
	

	Marital status:
	Married

	Nationality:
	Indian

	Languages:
	English, Hindi, Marathi & Punjabi

	
	

	Hobbies:
	Table Tennis & Music


Place: Pune
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