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Objective

Learnandimprovemyselftoachievethehighestorganizationalgoals,moldmyselfto workindividuallyortogetherinateaminthemodernworkenvironmentusingmyskills tocontributeextensivelytowardsthecompany’sgrowth.
Experience
Worked as an“Administrator”inDAMACHotelsand resorts, Dubai from July 2014 till November 2014
5 monthsofexperienceinOfficeAdministration withtheabilitytohandlejob,handling guestandattending thecallsatthesametime.MainlyfocusedontheF&B administration.
Workedasa“FrontOfficeAdministrationStaff”inKaramaHotel,AlKarama,Dubai, from March2013tillJune2014.
1.3YearsofexperienceinFrontofficeadministrationwiththeabilitytohandletheGuest in receptionand  Policereportingat thesame time.Handlinggroupcheck  in/out, reservationsandcashhandling.
Workedasan‘System Analyst/IT Administrator’inXeroxCompany,InfoPark,Cochin,fromJune-2008 tillMarch 2013. 
Role:
4.9Yearsofexperiencein HealthandWelfareRecord Keeping System, specialized onUSPayrollprocessing andCalculations (Inbound&Outbound)processing, Handling recordsofmorethan95000people, includingallnewenrollments, payroll contributions,clientandVendorqueries.Handlingallendtoendadministrativework for Clients.RetirementBenefits,401kPlans,Managinga team of13memberandhaving the responsibility  of client deliverables.Evaluating and ensuring 100% Client satisfactionandimplementing newstepsformaximumaccuracyandprocess improvement.
Responsibilities
1)FullclientaccountabilityfortheClient.
2)USPointofcontactforfirstlevelclientescalations.
3)Responsibleforallad-hoctasks.
4)Answerallpassqueriesfromtheonshore/offshoreongoingteams.
5)Assistonshore/offshoreSSG/CSDteamsfor ImplementationChanges.
6)ConductregularcallswithUSCSDgrouptoupdateregardingongoingperformance andsupport.
7)Trackclientescalationresolutionandrootcauseanalysisandmakesureitdoesn’t
repeatin future.
1. ProcessManagement:
KeyPhases:
A)Buildhighlymotivatedandproductiveteams.
B)Applytheskills&techniquestoinfluenceteammembers–bothjunior&senior staffs.
(Objectives–Personalprofiling(Staff’sworkPerformanceindividually&team
wise)
(ImplementationApproach– HandlingClientsof varioustypes.
(High-Leveltimeliness–Managing&Boostingperformanceon Timelybasis.
(RiskAnalysis– GettingBusinessdonewithCustomerSatisfaction.
(Impacts–Customer/Clientrelationships. C)Organizeprojectteam andworkgroups.
D)Troubleshooterofthebusinessplatform:Defineissueandposehasslefree
processManagement.
I.  TransitionworkfromOnshore:
KeyPhases:
A)PreparethetrainingstrategyofClientAlignedProcesscharter.
B)DesigntrainingcalendarandparticipateintrainingwithOnshorecounterparts. 
C)InitiateConferencecallsandprovidetimelybusiness transitionupdatetohigher     Management/Onshore.
D)Implementandreviewprojectplanwiththestaff.
II.    Communicationskills:
KeyPhases:
A)Interactingwithcustomersfornewbusinesstransitionsandalsoretainvaluable existingcustomers
B)Executivethenewbusinessplansbymeetingwiththestaffsandcustomers. C)Reviewandmodifyteams/workgroup’sprojectplanasneeded.
D)Huddleswiththestaffsonindividual&teamwiseperformance.
III.    Analyticalskills:
KeyPhases:
A)TeamworkisCrucial& GettingThingsDoneisImportant
B)Recognizeandworkwiththediversityamongthestaff.
C)Communicate confidently and positively with team members and senior colleagues
D)Reviewandmodifyteam/workgroup’sbusinessplanswhenneeded.
IV.    Abilityto synthesize: 
KeyPhases:
A)Tookownershiptolearn&implementprocessesofvariousseveritylevels. B)WorkflowManagement&Providetrainingmodulestonewhires.
C)Management Reporting (Daily, weekly and Monthly Reports on process/
miscellaneousetc.)
D)Dealwithpeopleproblemsquickly,confidentlyandprofessionally. 
E) Recognizingandappreciatingthediversityof workrelationships
ManagementSkills
(Monitoringtheperformanceofteammemberstoensureefficiencyinoperationsand
forteamtargetsandSLA’s.
(Coordinatingteammeetingsforenhancementandstreamliningprocessestoensure smoothfunctioningofdepartmentaloperations.
(General responsibilitiesincludecoordinatingwith counterpartsin US, developingeffectiveinternalcontrolsystems.
Training&Mentoring
(Training&Mentoringofnewhiresonprocessandprovidingthemtrainingforbetter understandingofbasics.
(Providing and facilitating periodic training sessions for existing employees for updatingthemon currentprocesschangesandnewonnewupdates.
(Conductingindividualtrainingsessionsonanalystleveltoincreaseprocessknowledge andimproveaccuracypercentages.
KeyResponsibilities
(1)Fullclientaccountability.
(2)USPointofcontactforfirstlevelclientescalations.
(3)Responsibleforad-hoctasks.
(4)Answerallpassqueriesfromtheonshore/offshoreongoingteams.
(5)Assistonshore/offshoreGLO/CSDteamsforchanges/changeordersBAT.
(6) Conductregularcalls with USCSD group/ClientTeams  to updateregarding ongoingperformanceandsupport.
(7)Trackclientescalation resolution androotcauseanalysis andmakesure itdoesn’t           repeatin future.
Achievements:
(Designatedas Groupcoordinatorinhandlinga teamof13 members.
(AppreciatedforsuccessfulProcessMigrationofUSprocesstoIndia.
(JoinedthecompanyinAssociateroleandwaspromotedtoAnalyst(Effectivefrom
September1st2011).
(CompletedtheValidationandCrosscheckingofVendorapplicationswithinthetime frameallottedandachieved100%accuracyandturnaroundtime.
(CreatedtheLearning&Development(L&D)presentationslideshowsaspartofthe
DisasterManagement& Recoveryprogramfor SBUprocesses.

EducationalQualifications
(MastersinComputerApplicationfromSikkimManipaluniversity
(BachelorofScienceinITfromSikkimManipalUniversity
(Plus2fromHolyGhostConventHigherSecondaryschool,Aluva.
(SSLCfromNirmalaE.M.H.S,Aluva.
PersonalDetails
DateofBirth:10December1985
Gender:Female Nationality:Indian MaritalStatus:Married
LanguagesKnown:English,HindiandMalayalam. 
Visa Status: Visit Visa

