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· To flourish as an integral part of the organization while striving to produce the best of my abilities for the cause of bringing laurels to the firm


· An experienced, disciplined, and highly-motivated Business Process Analyst with an experience of over 8 years in the areas of Project Management Office
· Internal & External Communication
· Administration Support for clients
· Possess hands on experience on the identification, implementation  and maintenance of I/T metrics

· Proficient in analyzing and summarizing project progress reports

· Diligent in chasing deadlines

· Skilled in assessing security standards, managing licensing and software standardization
· ITIL Knowledge
· Excel in preparation and presentation of Demos on Management

· Event Planning

· Project Management

· Administrative in Planning & Coordination

· Event Coordination
· Business Analysis

· User Training and Support

· System Analysis

· Data Entry & Record Keeping


· Ready to join immediately

· Windows XP, Windows Vista & Windows 
· MS Office Package

· English

:
  Good Speaking, Reading and Writing Abilities

· Tamil

:              Good Speaking, Reading and Writing Abilities

· Malayalam
:
  Speaking Ability


SANMINA-SCI TECHNOLOGY INDIA PVT.LIMITED 

 Sep 2007 -   Feb 2015
Senior Business Process Analyst (Project Management Office - PMO)
Responsibilities

· Efficiently spearheading the PMO in India and ensuring smooth functioning

· Administering and contributing to the functions of a project called Resource Retention
· Handled Projects Incidents and Issues
· Handling day to day operational aspects of projects relating to Operation Technology

· Working as an integral DPMA team member in IT projects
· Experience of working in an ITIL-based service management environment
· PMBOK4 Knowledge & currently undergoing PMBOK5

· Conducting detailed and informative demos on Project Management Dashboard  & LATTE Tool 

· Ensuring the regulation of AD2 failures my restricting access to the Project Managers

· Revamping and Enhancing PMLC (Project Management Life Cycle) process to add value

· Directing the progress of work in projects through SCRUM process

· Providing ample guidance on PMLC and other functions to Project Manager

· Working in tandem with all the IT Project Managers over their respective projects while providing assistance and support in creating Net Present Value (NPV), Estimated & Actual Time, Risks, Benefits, Scope & Solutions

· Promptly Identifying and Effectively implementing I/T metrics

· Notifying Project Managers about the status of all projects which might tend to cross deadlines

· Drafting status reports for all existing as well as completed projects and providing notifications to the top notch officials and IPMs

· Conducting and Overseeing CIO staff review meetings for all Project

· Attending Meetings with business sponsors to garner scope approvals for all the projects

· Performing Conference calls Architecture Council Board for Architecture Approvals

· Implementing the IT Governance process and handling all Projects under PMLC with ELC

· Maintaining Co-ordination and managing all projects and work request activities

· Monitoring and reporting project management key control adherence 

· Conducting Field IT Audits for all the IT sites every year

· Managing labor collection tools (Dashboard, LATTE)

· Expertise in MS Project/Open Project 
AMTEX SYSTEMS, India 



Nov 2006 - Aug 2007
Customer Support Representative
	Responsibilities

	· Undertook the task of Presenting Mobile Phones with Airtime Plan sales

· Efficiently Verified Customer inputs and other data

· Checked the credit status of the customers and proceeded with the process after acquiring the payment

· Successfully handled the role of 'Cell Lead' and maintained the achievement of sales 




AIRCEL CELLULAR LTD, India      


 May 2006 - Sep 2006
Customer Support Representative

Responsibilities

· Deftly Handled incoming calls in the Mobile Post-paid Customer Care Department

	· 

	


· Organizational Skills, Honest, Flexible, Patient

· Communication skill
· Quick Learner

· MBA in Madras University majoring in Operations Management

· Attended SCRUM training offered by SANMINA
· Organized events of Fun Shows & Cricket Tournaments
· Master of Ceremonies (Emcee) for event management programmes
· Played Inter Departmental Badminton & Cricket Tournament in College

· Participated in College Seminars
· Participated in Inter School Quiz Competitions
· Participated in Fashion shows

 

· Available on Request
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