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	Key Skills and Knowledge
· Stakeholder Management and Communications
· Performance Management
· Project Management

· Reporting and Billing 

Tools & Applications
· Remedy
· Share Point

· MS Office

· Putty

· SRMS

· DARGAL

· WNP

· Service Console

· ITSM
· Oracle

Certification

· SAP FICO

· IATA
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Career Objective 

To be associated with a progressive organization that utilizes my knowledge to the optimum possible level and provides an opportunity to achieve professional growth.
Strength
· Positive attitude towards responsibilities

· Willingness to Learn 

· Co-operative and enthusiastic among work teams Highly dedicated, responsible, self-motivated and motivating to fellow colleagues or team members


Project Experience
UNISYS GLOBAL SERVICES INDIA 

(July 2012 – Till Date)
Designation : Business Excellence Analyst –III
Business Planning & Analysis Services – APAC Field Services Reporting
· Work on SLA/KPI reports for APAC Field Services Accounts.
· Managing inventory for Apple Australia by coordinating with DHL and Apple Logistics.
· Analyzing tickets where we have missed the SLA and based on that provide a detailed report to the Account Managers.
· Liaising with Various account managers and Account Payable team for getting Invoices Processed for Payment

· Processing payments for contractors in Australia and New Zealand. Identifying discrepancy in amount claimed by contractors and rectifying it after discussion with FSMs and contractors.

· Preparation for Aged Tickets report and performing analysis on the tickets pending.

· Work with Accounts Payable team to get the invoices released and paid to contractors on time.

· Creating Purchase Orders for new suppliers/contractors and adding funds to the existing PO.

· Perform analysis on the amount that need to be added to the PO based on the amount spend on last month/quarter/year.

· Performing cost and revenue analysis for top 10 accounts.

· Creation of billing file and assigning labor cost and other cost against each ticket attended by contractors. Based on this create a complete billing file for contractors.
· Processing International/Regional/Domestic Travel requests submitted by APAC employees
Designation : Service Delivery Associate III
Enhanced Machine Control (EMC Validation) - Global
· Regular co-ordination with Unisys Engineers/EMC through e-mail. Depending on priority it may involve support through phone too.

· It involves in updating the correct parts to EMC Oracle Database, through an Interface called Web Notepad.

· Allocation of assignments on daily basis and keeping a track of it.
· Regular follow up with the EMC to bring down the outstanding calls and maintaining the data related to calls raised on every day basis

· Multitasking in delivering services depending on Client needs

· Prepare various Reports for PMO and Team.

Storage Resource Analysis and Business Resource Analysis Process

· Responsible for creating new FTP credentials for Clients.

· Upload the scripts to the SRA portal and BRS once data has been uploaded by the Clients on _FTP to create dashboard.
· Handle all escalations related to SRA.
 

EMC Co – Operative Marketing Funds Process

 

· Responsible for creating new PA’s and rising claims for customers.

· Tracking the EMC Co-Op Funds

· Responsible for claiming the funds from EMC for the activities completed.

· Handle all escalations related to EMC Co-Op Process.
· Prepare presentations with all the updates and request I processed. This also provides information regarding funds available.
Henkel
· Preparing weekly report and uploading on the portal.

· Managing of all the admin activity of the Henkel SharePoint like editing.

•
Raising Tickets for third party users and regular co-ordination with the support team.
Unisys University
· Creating new catalog for the ILT activity and enrolling students for the respected catalog.

· Working on UU queries with the help of remedy and Alerts tool.

· Interact with Stake holders on weekly basis to update on the process.
Additional Responsibility:

· Ensure the deliverable/activity is performed in daily bases 

· Allocating the assignments to individual on daily basis and keeping a track of it.

· Mentoring the new joiners’ in the process
· Have been part of the client calls and call with CS Helpdesk.

· Preparation of process documents.
Accentuate Technology

(October 2010 – July 2012)
Designation :Sr. operation Executive
Project:
TATA Teleservices Ltd. (SME A)

· Dealing with the ‘SME A’ companies.

· Assisting the Clients in complying with valuable offer for COCP.

· Build and maintain strong client relationships.

· Market research and lead generation.

· Accumulating prospective calls and cultivating into business.
· Hard core sales. 
· Developing and maintaining a database of all contacts
· Use network sites like linked-in and other websites for contact building.

· Co-ordination with Team prior to help them to close the lead.
· Ensure appropriate documentation prior to order of the customer.
· Do the Work Load Distribution in the team.
· Providing the product details and queries to the customer by calls and mails in a timely and accurate manner.
· Presenting the product details through PPT to the clients.
· Defuse irate resolve challenging enquiries utilizing negotiation skills.
· Generating new business both in face to face meetings and over the phone.
· Writing up sales reports, activity reports and revenue forecasts.

· Completing all documentation and administrative records, fully and accurately.

· Sharing knowledge and expertise in a highly professional manner.
Awards & Achievements:

· Received  award for best performer (2nd Quarter, 2013)
Certified Training
SAP- FICO
IATA (International Air Transport Association)
Academic Qualifications
· Bachelor of commerce (Bangalore University) graduated from Baldwin Women’s Methodist College, Bangalore.

· P.U.C 2nd year [12th Grade], graduated from Baldwin Women’s Methodist College, Bangalore.

· C.B.S.E 10th Grade, graduated from Army Public School, Bangalore.
Personal Details:

Date of Birth

    :
17th March 1990
Nationality

         :
Indian

  Marital Status          :    Married
Gender                    :    Female 
         

Languages known     :    English, Hindi & Bengali


	
	
	


