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ARULKUMAR
Mobile C/o 971505891826
    


  E-Mail: arulkumar.247013@2freemail.com 

Profile:
Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planning, solution oriented, readily adapts to change, works independently and exceeds expectations. Good in managing multiple priorities with tight deadlines without compromising on quality.

Strengths:

Strong Team handling Skills. Driving Team Lead’s to achieve sales targets. Developing Training Materials to train the team and improve efficiency. Time to time updates to Management on the status of the program with appropriate reports. Trusted assistant known for “can-do” attitude, flexibility and high-quality work

  EDUCATIONALINFORMATION
B.Sc., Math’s from Madras University
PG-Diploma in Computer Application from Chennai.
SKILLS

  Domain Knowledge

 COMPUTER SKILLS
Languages/GUI
Experience Summary:
· Total years of experience
:
13 (+) Years
Work Experience :
1. Dunia Finance   UAE  Oct ‘ 2017 to Till date.

Designation    –  Relationship Officer and MIS Head.

Team Size     -  20.

Reporting to  -  Branch Manager.

dunia is a financial institution that was created as a strategic partnership between Fullerton Financial Holdings (a wholly owned subsidiary of Temasek Holdings), Mubadala Development, Waha Capital and A.A. Al Moosa Enterprises .
Responsibilities

· Organize and run meetings and conferences regarding information relevant to Customer Relations.
· Interact firsthand with both satisfied and dissatisfied customers.
· Document customer complaints and how they were resolved for future reference.
· Create customer satisfaction surveys and programs to enhance customer feedback.
· Managing customer Portfolios.
· Prepare and consulting How to improve the Business and Handing the MIS.
· Making daily, Monthly, Quarterly and Annual reports for all top Management       ( Pivot tables, Graphics and charts ).
· Preparing Dashboard reports, using advance Excel, Power Point.
2. Aavin Food Product  LTD   Chennai Mar-2014 to Jul’2017.
Designation –  Operation Executive and MIS.

                 (Back Office and Transports)

Team Size  -   30.
Reporting to - Managing Director.
Responsibilities & Achievements
· Provided Prepare and maintain the inventory with database for the Client.
· Prepare and Handling payroll processing (Transport) details.

· Write weekly and monthly global transportation reports for all top Management  ( Pivot tables, Graphics and charts ).
· Completed and followed up on all registration and traffic documents.
· Preparing Dashboard reports, using advance Excel, Power Point.
· Communicated all emergencies delays due to weather and carrier schedule changes to customers and supervisors.
· Forwarded client-related quality and service issues to the appropriate manager for resolution.

· Exhibit strategic leadership and foresight in support of long-range sales growth
3. Sundaram BNP Paribas Fund Services Chennai Aug2010 to 31-Mar-2014.
Designation   –         Business Analyst & MIS.
Team Size    -
20.
Reporting to -
Chief Operating Officer.
Responsibilities &  Achievements:
· Effectively interfaced between the IT and Business teams for delivering defect-free reports on schedule
· Coordinate with developers for implementing automation of banking payout reports.
· As a MIS Team Head, built a MIS team of highly-motivated members and ensured excellent service delivery to client.
· Lead the production support team to ensure excellent IT support to operations team.
· Preparing Daily, Monthly, Bi-Monthly and Annual reports.
· Preparing Dashboard report for annul  Pretentions.
Role:
· Data Quality and Maintenance accuracy for all Categories.
· Job allocation.
· Generate Reports and Reconciliation.
· Create filing and archiving system for documents

· Created all internal and external system release notes.

· Created how-to documentation for all system features

4. Computer Age Management Services (CAMS),Chennai May’2005 to Jul’2010
Designation 
– 
Senior Programmer & MIS.
Team Size
-
5.
Reporting to
-
Unit Head.
· CAMSan“ISO-27001”BPOcompanywith1,500employees,providing
Services to Mutual Funds Industries and Insurance Companies.
Responsibilities:
· Identifying key areas and implementing system controls.
· Reconciliation and Generating MIS send to Client.
· Have been successful in leading the workforce towards achieving the goals set by the Company.
· Have been responsible for conducting Goal Setting & Sales process (APSDR) for Agent advisors.
· Have successfully conducted various Developmental activities like PRP GID & IID.
· Doing Field Observation Demonstration with Agent Advisors with better results & Guidance and responsible for achieving the monthly sales targets.
PERSONAL INFORMATION
Date of Birth
:
30 March 1971.
Language
:
English, Tamil & Telugu
Marital Status
:
Married
BackOffice Operation in Financial services ,Transporting and  IT Team. Expert in MIS





Corporate communication.


Document Controller.


Record Management-IT.


Database Control.


Transporting (Logistic).


Spreadsheets/Reports


BackOffice Functions.


Ø	SoftwareTesting





MS-Office (Advance Excel),


Power Point.


SQL/PL SQL,


Crystal Reports,


Full knowledge in FOXPRO








