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OBJECTIVE:
Zeal to develop the surrounding where I work, and offer my maximum contribution in terms of effort for its improvement along with the great quest to work in a challenging environment that persuades me to scope with emerging Latest Technologies and scope for broadening my knowledge.
PROFESSIONAL SUMMARY:

I have overall 6.5 years of working experience and have worked on the positions –Customer Service Executive, Order Management Process Specialist & Subject Matter Expert. As a professional, I have wide experience in indirect procurement which involvesCustomer Service, Purchase order creation till Invoicingthrough P2P tools.
EDUCATION: 
Master of Business Administration – Madurai Kamaraj University 

Second class, Year – 2010
Bachelor of Science – Manonmaniam University

Distinction, Year – 2007

EXPERIENCE:
May 2012 – Apr 2014    BP Business Service Centre Asia SdnBhd, Malaysia

P2P Indirect Procurement (IP) Order Management Subject Matter Expert (SME)
· Responsible for processing indirect services Purchase order onto the Procure to Pay (P2P) tool in accordance with the order details and documents (Statement of work, Quotation, etc.,) provided by Business.

· Respond to customer and supplier queries about status of Purchase Order/ Receipts/ Invoices over the phone & through e-mails. 

· Manage operations on a daily basis and lead the team of 17 Executives who manage the Purchase Order creation and build of contract agreements.

· Responsible for the random Quality check of the orders processed by the team.
· Responsible for training new resources and also training portions of reengineered processes to the team. Also involved in handling training sessions for the customers on how to use the P2P tools and how to submit request for Indirect Procurement.

· Responsible to supervise the end to end Order Management Process and monitoring the unfulfilled orders and work allocation.
· Responsible to monitor the daily productivity of agents. 

· Responsible to generate weekly and monthly reports for the Manger’s, Client Ops Head and Onsite Service Delivery lead’s review on weekly and monthly basis. 

· Responsible for identifying areas of improvements and suggest to the core development teams to make improvements to the tools utilized in the process

· Responsible for Escalation Management and providing Root cause analysis (RCA) for issues seen during day to day operations and record logs for process improvement.

· Responsible for updating the SOP documents (Keystroke document, Work Instruction document).
Oct 2007 – Apr 2012     Infosys BPO Limited, Bangalore (India)
Process Specialist
· Responsible for processing indirect services Purchase order onto the Procure to Pay (P2P) tool in accordance with the order details and documents (Statement of work, Quotation, etc.,) provided by Business.

· Contact the Procurement Manager/ Business/ other relevant teams in order to gather the invalid details provided.
· Follow up with the supplier to obtain the bank details to setup the supplier profile in P2P tool.
· Respond to customer and supplier queries about status of Purchase Order/ Receipts/ Invoices over the phone & through e-mails. 

· Generate the approval pending reports for Purchase order, receipts and invoices. Closely monitor and follow up with the respective sources for the Purchase order/ Receipts/ invoices to be approved on time for the Accounts Payable team to process the payment for the suppliers.
· Assist the team in solving the critical orders by contacting the related procurement managers(Indirect procurement).
· Training of new joiners about the process and the specifics.

· Update Process related Documents as and when there is change in process and get it approved by the Client.
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ONSITE EXPERIENCE:
· Travelled to British Petroleum, United Kingdom and worked with the Indirect Procurement (IP) Project team (Project Harmony) on the Standardization of IP Standard Operating Process (SOP) & implementation of Salesforce Case Management system (CMS) to manage the requests received on a daily basis and also to generate reports.

· Travelled to Accenture BPO Ltd, Manila for the transition of IP Order Management Process from BP Asia BSC, Malaysia to Accenture BPO Ltd to provide process training, pre & post go-live support.
SKILLS:

· Analytical and eager to take responsibility and learn new skills.

· Comprehensive problem solving abilities

· Able to deal with people diplomatically

· Sincere, Hardworking& quick learner
· Excellent timing capability
PERSONAL DETAILS:
Date of Birth

: 
09 Nov 1986

Marital Status

: 
Married

Languages Known
: 
English, Tamil and Malayalam.
Nationality

: 
Indian

VISA Status

:
Visit 
