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Career Objective
To make a career in established industry that offers ample scope to attain a higher level of personal growth and to contribute to the company’s growth by putting into practice the skills and knowledge gained over the years

Core Competencies

· Experienced professional in client relation

· Excellent people management skills

· Ability to develop & drive business strategies

· Active participation in cultural activities
· Consistent performer and a team player
Professional Summary
Fragomen Immigration Services India Pvt. Ltd March 2014 – June 2015
Sr.Assosiate

Roles and Responsibilities:
Ensuring that staff are motivated, monitored and measured in line with company targets and performance standards. Responsible for making sure that any gaps in performance or quality are quickly identified and addressed. Producing accurate reports on team performance for senior managers.
· Allocating daily jobs and workloads.

· Training new team members.

· Acting as a resource for other staff members.

· Managing team performance and progress.

· Enforcing all company approved policies and procedures.

· Constantly looking for ways to improve processes.

· Monitoring the performance of junior staff.

· Completing team-related paperwork.

· Implementing new initiatives and making sure all staff understand them.

· Taking action to correct and staff shortcomings.

· Managing and monitoring staff attendance.

· Giving prompt and accurate information on individual staff member performance.

· Attending and participating in team meetings.

· Ensuring a clean, safe and friendly working environment.

· Reporting to senior managers. 

Achievements
Analyzed and improved the projects with risk and root cause analysis method.
Developed template tool with Microsoft VBA Macro.
Streamlined the projects with ITIL concepts.
Certificate received for participating Root Cause Analysis.
Evaluated UAT and QA testing for Fragomen Immigration Software (Fragomen Connect).
Recognition

Received Spot Award for outstanding contribution to the team and the organization.
Sutherland Global Services Oct 2006 – Dec 2013
Sr. Consultant, Quality -for CITI Bank Mortgage process 

Analyzed and evaluated the collateral, credit and financial status of individuals to grant conventional and government loan approvals. 
Reviewing of financial statements, credit reports and applicable ratios and other supporting documentation acceptability and customer contact.

Roles and Responsibilities:
· Handling Quality verification for the team.

· Monitoring 100 % quality on daily basis files done by the production team.

· Providing them error feedback for the production what they have did on daily basis.

· Circulating the daily updates to the team members.

· Conducting Quality meeting on weekly basis and applying these criteria’s in a daily basis.
· Preparing periodic and custom reports in a monthly basis.
· Initiating process development plans and implementing during monthly team meetings.
· Constantly reviewing team performance on daily basis.
Worked as Sr.Analyst –Quality for Pictometry 
· Handled Roof Estimation.
· Evaluated the quality of work done by production team.
Platform: Xactimate 27.3, Geoprocessor (Roof Measurement).
Handled calls and chats at Sutherland for McAfee and HP

· Assisted McAfee Anti-Virus support for front line agents during their online chats/ emails.

· Handling escalation calls with clients and understanding their objectives and goals.
· Assisted HP clients All -In-One Printer, Scanner, Fax, and Copier.

· Analyzing product issues and providing accurate resolution by trouble shooting via calls.

Recognition

Received Platinum award for leadership and people management (Sutherland)

Platinum award received for consistent performance and attendance (Sutherland)
Recognized as a Bravo Centurion award winner for performance and attendance (Sutherland)
HR Recruiter - Promyx Outsource Services Pvt. Ltd, Cochin (Feb 2006 – Oct 2006)

Role and Responsibilities:

· Enabling the business development services and also IT Resource Services for US clients. 

· As a recruiter sourcing the best-fit resumes against the Job requirements and identifies, screen, evaluate and match qualified candidates to specific job orders. 

· Follow up with candidates for revalidation and requirements.

· Manage recruiting functions including searches for candidates, phone screens, setting interviews, establishing relationships with clients and candidates, performing background reference checks on candidates. 

· Back office operations which include maintenance and updating of Database, MIS, and Monthly/Weekly-status reports.

Customer Service Executive, Reliance Web World, Cochin (Nov 2004- Sep –2005)

Role and Responsibilities:

· Handling Customer Queries.

· Promoting sales activities.

· Organizing and Coordinating gaming Competitions at the store.

· Preparing periodic and custom reports in a monthly basis
Academic Qualification

BSc. Botany, June, 2004 from St Albert’s College, Cochin
Additional Knowledge

· ITIL V3 Foundation Certification (03113141013BT6)
· Diploma in Software Engineering from Aptech

· Diploma in Animation (Autodesk Maya, Adobe after Effects, Photoshop)
· Knowledge in Basics and advanced features of Excel, Word & Power point
Personal Details
Visa Status
: Visit

Date of Birth                  
:  24 August 1983
Nationality
:  Indian
Linguistic Ability
:  English, Hindi, and Malayalam

Extracurricular activities
:  Sketching, Character Modeling & Animation, Listening to music,                                             driving, dancing. 
Declaration

I do hereby declare that the above information provided by me is true to the best of my knowledge.

