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PROFESSIONAL SYNOPSIS

· A competent professional offering over 5 years of insightful experience in Service industries. Presently spearheading efforts to accomplish humanitarian objectives of The Rotary International as Correspondent. Excellent knowledge of Global Grant, Resource Management, Planning, Implementing and Monitoring. 
· Seasoned professional, with planning, execution, & resource balancing skills and ability to handle multiple functions & activities in high-pressure environments with tight deadlines.
· Helped resolve critical control and operational weaknesses identified problems, recommended improvements and worked in collaboration with International Office, Risk, and Finance to implement issue resolutions.
· Achieved or exceeded all position objectives, applying attention to detail and methodical approach to fulfill goals. Brought fresh insight and leveraged talent for deriving simple solutions to complex problems to solve various operational problems and process inefficiencies.
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PROFESSIONAL EXPERIENCE 

The Rotary International (South Asia Office)





Since 5th Feb 2014
Correspondent

Responsibilities:
· Be thoroughly informed on current foundation programs and policies with a view to providing accurate information to members.

· Evaluate Utilization Certificates, Statement of Receipt and Payment accounts and related documents and supports submitted by project contacts and ensure their adherence to governmental and other appropriate regulatory body directives including FCRA, Audit, and Income Tax Authorities.

· Review all Final Reports for completeness for Foundation requirements for closure, contact the concerned members for missing information and close the grant in special software and send out the closure letter when complete. Ensure copies of all the Final Reports and Closure Letters are sent to WHQ for their records.

· Follow up with the club/project contacts for missing documentation of all Humanitarian Grants and notify members of reporting requirements in order to remain in good standing and maintain separate files for Foundation funded projects.

· Respond to grant queries from members as well as from WHQ and liaise between WHQ staff and project contacts.

· Update and maintain grant tracking worksheet/applications including special software and generate appropriate reports.

· Prepare and maintain list of delinquent clubs, which have not submitted their reports from foundation point of view and share it with WHQ and with district leadership as appropriate in consultation with Manager/ Supervisor.

· Prepare and maintain list of clubs and districts (or its controlled trust/society) registered under FCRA and share it with WHQ on a regular basis.

· Be familiar with Educational Programs inclusive of Foundation Awards and give appropriate responses to members and WHQ Staff.

· Assist the Manager/Supervisor, Foundation in preparation of special reports/assignments, projects and presentations at Foundation Seminars, both at the district and zone levels, and field service.

Fidelity National Information Services  




From 3rd May 2010 to 4th Feb 2014.

Business Analyst (aka TCP)
Responsibilities:

· Management of multiple external vendors, including both onshore and offshore.

· Facilitate stakeholder’s prioritization of projects. Work closely with Operation Teams, Product, Risk, Legal, Marketing, IT, Super Technical Team, Sales and other Groups to meet business objectives. 

· Maintain risks and issues register, produce weekly report for stakeholders and report on progress to senior management at regular steering groups. 

· Assignment of project work to team members. Monitor team performance and conduct performance reviews. 

· Attend superannuation legislative and product group meetings with a system vendor and their clients. My representation was to ensure the vendor was planning to deliver enhancements to the system that my team were aware of concerning upcoming legislative changes that would impact on how the system needed to behave to remain compliant.



· Review all project documentation including business requirements, test plans and technical specifications.

· Run working groups and produce project status updates. 

· Conduct Post Implementation Reviews.

Quatrro Mortgage Solutions Pvt. Ltd




From 2nd June 08 to April 30th 2010 

A part of Quatrro BPO Services Ltd leads by Raman Roy, “Father of Indian BPO
Sr. Process Associate

· Responsible for team’s performance and client escalations. 

· Analyzing the reports and data & suggesting actions for the improvement of team performance.
· Handling Training, Floor support & Grooming new joined associates.

· Managed OJT team of 17 associates.

· Creating/Updating SOP (Standard Operating Procedure) and Update Tracker for process as and when required.
· Regularly interacting with external and internal client related to presentation, updates/ clarification, training, understanding needs and delivering consistently as per SLAs defined.
Mphasis BPO
 








Sep’07 – May 3th ’08

Sr. TSO 

· Reply Customer’s email within TAT (Turn Around Time).

· Initiated floor support & grooming the new joined associates.
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EDUCATIONAL AND PROFESSIONAL DEVELOPMENT

· MBA in Operation Management  2013 from Shobhit University.
· B. Sc (Informational Technology) – 2005 from Visha-Bharati University.
Professional Trainings

· 2 Days training for Time Management at Quatrro Mortgage Solutions Pvt. Ltd

· 3 days workshop about personality development and emotional intelligence.
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Date of Birth: 31th July1983.
Language Known: English, Hindi, Assamese.
Hobby: Play brain teasers and read adventure books.

Date:










Signature

Place:
