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OBJECTIVE
Seeking a position where I can leverage my knowledge of business intelligence and project coordination to give an efficient and effective solution that will help the organization to achieve the best solution in business and ultimately increase its productivity in market.
PROFESSIONAL HIGHLIGHTS
· 1.2 years of experience as a business analyst with experience in designing and developing protypes of software applications and websites.

· 1.2 yrs of experience as a softskill trainer.
· 2.5 yrs of experience in the field of human resource with experience in IT recruiting, HRMS and business development.

· 6 months of experience as an admin assistant in Al Madlouh Dispensary, Saudi Arabia assisting the operational manager in administrational activities
· Exceptional analysis skills with an ability to transform the needs of business users and clients into functional/technical requirements.

· Adept at preparing software  requirement specification  documents (SRS’s), defining project plans, writing system requirements specifications, and delivering project/status reports

· Lead and worked with teams to examine and solve business problems by accurately analysing the needs of clients and helping them achieve improved quality and value for the end users.

· Excellent written and oral communication skills with a result-oriented attitude. 

· Proactive team player with demonstrated problem solving and analytical reasoning abilities. 

· Familiar with MS Project to manage schedules, deadlines, resources, collaborate with different teams, and analyse project information, testing and maintain client relationships.

· Possess reasonable understanding of different relational databases, writing simple SQL queries, creating tables, and generating reports.

· Familiar with testing tools and good at quickly learning technologies and systems that are organization/project specific. 

COMPETENCIES
	Gathering Reqts  & Document preparation
	Business development
	Project Coordination

	Leadership & team management
	Customer relationship management
	Arrange & Anchor review/Status calls


CAREER PATH
Jan 2013 – May 2015

SiscoJobs LLP





              Trichy, India

HR Consultant

Sept 2011 –Nov 2012

Equadriga Software Pvt Ltd

 
                           Trichy, India





Junior Business Analyst
Aug 2010 – Sept 2011

Equadriga Group                             



Trichy, India
Softskill Trainer 
Aug 2006 – Feb 2007

All Madlouh Dispensary




              Sihat, Saudi Arabia
Admin Assistant
KEY CONTRIBUTIONS & ACHIEVEMENTS
SiscoJobs LLP

· Building a rapport and gathering Job requirements from new and existing clients

· Sourcing resumes through databank, academic institutes, advertisements, consultants and job portals (Naukri.com)

· Identifying the right candidates that match client requirements

· Negotiating with the candidates  on salary and other aspects as per the company policy and placing the candidates

· Assisting the HR manager and maintaining the client and candidate database through a renowned recruiting software(cBizOne)

Equadriga Software Pvt Ltd
· Analyze, capture and document business objectives and functional requirements and translate them into requirements and solution definition documents in a comprehensive, meaningful and well-structured manner. This includes ensuring that the proposed business solution will deliver the expected benefits. 
· Requirement Gathering, Functionality study, Preparation of enhancement documents

· Coordinating with the team of developers and testers on the requirement analysis and technical feasibility

· Assist the project manager to define project proposals

· Walkthrough with the clients on release stages

· Arrange and anchor review meetings and status calls

· Worked with project management tool to assign resources and track status of projects to meet deadlines

Equadriga Group
· Have taken training for college students, lecturers and nurses on various modules such as Business etiquette, Customer service, Communication skills, Written communication, Presentation skills, Time management, Stress management, Goal Setting, Personality Development & Team building
Al Madhlouh Dispensary
· Assisting the operations manager in performing all office administrative duties 

· Perform filing, data management, drafting and editing short office memos

· Provided timely, courteous and knowledgeable response to information requests; screened and transferred calls
KEY PERFORMANCE AREAS
Business Analysis & Testing
· Transformed the needs of clients into functional/technical requirements to achieve improved quality and value for the end users.
· Prepared Software requirement specification documents (SRS’s) and wire framed the requirements using Axure and Balsamiq wire framing tools.
· Excellent written and oral communication skills with a results-oriented attitude. 

· Proactive team player with demonstrated problem solving and analytical reasoning abilities. 

· Familiar with testing tools  such as Mantis Bug Tracker
Project Coordination & Management
· Familiar with MS Project to manage schedules, deadlines, resources, collaborate with different teams, and analyze project information testing and client relationships.
· Coordinated team with functional & design changes/corrections
· Assisted the project manager in assigning resources and creating proposals for various projects
Customer Relationship Management

· Understood the need of the client, provided solutions thus retaining the client, and have the opportunity to do proper sale.
· Shortlisted candidates based on client requirements and maintaining the

Leadership & Team Management

· Anchored meetings and resolved any kind of communication gap between the development team and the client
· Managed to walk through with the client and project manager during project milestones leading the team on understanding client requirements

SKILLS |PROFICIENCIES |CERTIFICATIONS
	Methodologies and Concepts

Defect Tracking Tools 
	Proficient in Project  Coordination 

Mantis Bug Tracker

	Technical Skills
	Proficient in Axure  and Balsamiq wire framing tools
 Basic knowledge in HTML,CSS and PHP

	Computer Skills
	 Microsoft-Office, Visio, Project Professional, Outlook, SQL, cBizOne      

	Platforms
Certifications
	 Windows 
SQL from NIIT, Trichy (2011)



EDUCATION
	Qualification
	Institute
	Board/University
	Year
	Class

	B.E (ECE) 
	Mookambigai College Of Engineering
	Anna University
	2006
	     1st

	Class 12th
	International Indian School, Saudi Arabia
	CBSE
	2002
	     1st

	Class 10th 
	International Indian School, Saudi Arabia
	CBSE
	2000
	     1st


Personal Details








	· Profile: Female, 30, Married
	
	· Current Location: Dubai

	· Type of Visa: Long-term visit visa
	· Nationality: Indian

	· Passport Details: Ready & Valid till 2025
· Languages  Known: English, Tamil & Hindi
	· Anywhere in UAE


I hereby certify that the information I have provided on my resume is true and complete to the best of my knowledge
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