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To,

Dear Madam/Sir,

As a Six Sigma Certified Green belt with over 9 years of experience in maintaining service quality across diverse organizations, I would like to put forward my candidature for a challenging assignment in your esteemed organization.

Proficient in Six Sigma Green Belt methodologies, I am adept at spearheading/ aligning performance & competency development functions to organizational business objectives in role as well as organizing need based training sessions.

Presently associated as Senior Quality Analyst in Arthur J Gallagher, Pune - Maharashtra, I am accountable for managing weekly & monthly reports like calibration sessions error analysis, quarterly master analysis for various lines like Liability, Property, PA/TRV, Eund, Affinity and Household received from third parties, processing claims query sheets to be sent to TPA's as well as claims extract sheet for loading claims to the Pivot Point on monthly basis prior to month end. I am also involved in calculating taxes/ commissions received for Bordeaux based on details set for Interhannover, Lloyd's, Aviva and RSA cover holders.
The attached resume will give you the details on my background including my role inimplementing Kaizen projects like Kaizen Gallagher Wakefield Master File, Kaizen Liability Matrix, Kaizen Affinity risk template, Kaizen Orwekl Master File, Kaizen Household Policy Checker, Kaizen KBIS Risk Automation, Kaizen Reference Sheet for Premium bdx (PI), Kaizen PI Reference Book, Kaizen RSA Directory, Kaizen Share Cover holder Template For Affinity, Kaizen Query Log Macro,  Kaizen Affinity Postcode Template, Kaizen Shortcut to Folder, Kaizen Data Retriever. I am confident that the experience you will find outlined therein will be valuable to your firm. Kindly contact me to arrange a professional interview. Thank you for your time and consideration.

Sincerely,
Quality Management Profile
Productivity Improvement | Quality System | Quality Assurance | Statistical Data Analysis 
Quality Improvement Programs | Complaints Management |Training & Development | Coaching & Mentoring
Performance Analysis | Team Leadership
Certified Six Sigma Green Belt and Certified BPO Quality Analyst (CBQA) with over 9 years of experience in maintaining service quality across diverse organizations. Distinguished for efficiently implementing multiple Kaizen projects in the current organization, exploring challenging managerial assignments with a professionally managed organization
Executive Summary
· Proven expertise in managing and implementing various QA programs to ensure maximum quality and effectiveness in the organization and deliver quality services to clients
· Strong data analysis, interpretation and problem solving skills, with expertise in planning sound strategies for quality control and quality assurance

· Adroit in conducting periodic reviews, identifying & mitigating risks, measuring metrics, tracking project progress and submitting status reports

· Significant exposure in spearheading/ aligning performance & competency development functions to organizational business objectives 

· Accomplished in conducting Skills & Development Workshops with deep understanding of quality management in a services environment

· Proficiency in training research & development of contents, counseling & mentoring

· Efficient Team Leader & Player, combining communication, interpersonal & problem solving skills with analytical, decision making and leadership capabilities to enhance organizational objectives

Professional Experience

Arthur J Gallagher, Pune - Maharashtra   (   Mar 2010 till date

Senior Quality Analyst
Accomplishments

· Recipient of Managers Choice Award, Alpine Award, Spotlight Award (on multiple occasions) and Stellar Award for consistently rendering qualitative service
· Acquired title of "Kaizen Queen" Kaizen Property and Liability Template for successfully implementing Kaizen projects like Kaizen Gallagher Wakefield Master File, Kaizen Liability Matrix, Kaizen Affinity risk template, Kaizen Orwekl Master File, Kaizen Household Policy Checker, Kaizen KBIS Risk Automation, Kaizen Reference Sheet for Premium bdx (PI), Kaizen PI Reference Book, Kaizen RSA Directory, Kaizen Share Cover holder Template For Affinity, Kaizen Query Log Macro,  Kaizen Affinity Postcode Template, Kaizen Shortcut to Folder, Kaizen Data Retriever
Responsibilities

· Prepare/ present weekly & monthly reports like calibration sessions error analysis, quarterly master analysis for various lines like Liability, Property, PA/TRV, Eund, Affinity and Household received from third parties
· Process claims query sheets to be sent to TPA's as well as claims extract sheet for loading claims to the Pivot Point on monthly basis prior to month end
· Maintain updated knowledge related to preparing SOPs, Kaizens, development reports and supporting documentation
· Ensure seamless operations by troubleshooting and resolving critical issues with potential performance bottlenecks
· Participate in audit of Bordeaux for various Line of Covers like Liability, Property, Household, Personal Accident/Travel, E Underwriting and Affinity Accounts sent from UK clients

· Define/ implement SOPs for new line of cover implemented

· Involved in calculating taxes/ commissions received for Bordeaux based on details set for Interhannover, Lloyd's, Aviva and RSA cover holders

· Interact with the onshore team for resolving identified and extracted errors. Organize training sessions for new team members and render weekly feedback to team members
· Participate in client calls and manage administrative aspects related to setting up/ communicating MOM as well as agenda for various meetings

· Evaluate daily loading trackers to optimize team allocations and update respective managers

· Guide the operations team in enhancing client satisfaction by effectively resolving issues and rendering qualitative service delivery
IBM Seed Academy Pune, Pune - Maharashtra   (   Mar 2009 – Jan 2010
Software Test Engineer
Responsibilities

· Interacted with clients for collating/ evaluating requirements to align with project deliverables

· Prepared/ managed test cases for system testing and system integration testing including implementing test cases for functional/ regression testing

· Guided team members in identifying missing scenarios for updating and implementing test cases based on new requirements or functionality changes

· Collaborated with build teams in identification, replication and resolution of issues during live implementation

· Rendered support to critical defect triage calls. Liaise with build, support, database and mainframe teams in resolution of integrated issues and high level defects

· Evaluated/ extracted critical test data during live and test phases. Follow up with build and business teams in notifying and resolving live issues

· Developed/ implemented test cases based on Software Requirement Specifications
· Conducted functional and GUI testing followed by reporting on bugs

Project 468

Description: A web-based application, divided into Admin panel (site owner panel) and user Panel. This is a database-driven web site that allows users to reserve guest celebrity speakers for their event or function. The site lists celebrities – each categorized by their background (for example, sports, movies, politics, business, etc) – and users can browse through this list and add one or more celebrities to their interest list. Once users have selected their celebrities of interest, they can submit an inquiry – which takes the Interest list – together with user information (name, address, phone number, e-mail, and date of event) and sends an e-mail to the site owner. The site owners then contact with the user – and let them know the detailed pricing and availability of the selected celebrity. Much of the process relies on the site Owner to complete the transaction. User need to manually inquire the price and availability for each celebrity

NewAge India, Agra - Uttar Pradesh   (   Nov 2006 – Feb 2009
HR Manager
Responsibilities

· Spearheaded team efforts in administering compensation, benefits, performance management systems, and safety & recreation programs

· Managed/ aligned recruitment to staff vacancies by interviewing/ selecting suitable applicants

· Optimized resource utilization through task allocation to team members

· Updated existing/ prospective employees pertaining to policies, job duties, working conditions, wages, opportunities for promotion and employee benefits

· Resolved critical staffing situations including understaffing, refereeing disputes, firing employees, and administering disciplinary procedures
· Rendered consultancy to managers on organizational policy matters such as equal employment opportunity and sexual harassment including recommended process changes

· Assessed/ modified compensation & benefits policies to establish competitive programs in compliance to legal requirements

· Planned/ organized new employee orientation. Functioned as point of contact between the management and employees pertaining to resolving queries/ work related issues as well as interpreting and administering contracts

Infosys BPO, Pune - Maharashtra   (   Sep 2005 – Sep 2006

Process Executive

Accomplishments

· Bagged award for rendering exemplary customer service for British Telecom UK

Responsibilities

· Identified & resolved issues for implementing various process improvement initiatives for maintaining service quality
· Catered to UK clients of British Telecom and rendered qualitative service delivery in processing various requests
· Acquainted team members with organizational quality standards for implementing the same in day to day business transactions
· Prepared/ presented various status reports to the senior management and other stakeholders to enable effective decision making
SpecNet Consultancy, Agra – Uttar Pradesh   (   Jun 2003 – Aug 2005

Human Resource Executive

Accomplishments

· Played key role in designing/ translating position tracker for maintaining updated database of candidates contacted into a monthly metrics to track progression of the team

· Instrumental in migration & stabilization of talent acquisition process

· Functioned as In-house trainer and Presenter during tenure with the organization

Responsibilities

· Coordinated sourcing of candidates for the sales & marketing sector followed by orientation/ training programs on institute educational courses

· Drafted/ presented Training Module and Standard Operating Procedure for the Talent Acquisition process

· Maintained weekly/ monthly metrics for the team pertaining to candidates contacted and response rate
 
Credentials
Education
· MBA (International Marketing and Information Technology), UP Technical University, Lucknow - UP (2004)
· B Sc. (Biology), Lucknow University, Lucknow - UP (2002)
Professional Development

· Certified BPO Quality Analyst (CBQA) with 84%
· Certified Six Sigma Green Belt
· Diploma in Software Testing
· Certification Course in Computer Networking C,C++

· Certificate of Proficiency in Photography

· Certificate for Presentation in National Conference on "Strategies for Sustainable Growth in era of Information Technology

IT Forte

· Test Execution Tools: WinRunner7.5, Quick Test Pro 9.0, Rational robot7.0

· Test Performance Tools: RPT 7.0

· Bug Tracking Tools: TestDirector7.2

· Version Controller: Visual Source Safe

· Languages: C, Shell Script, VB Script, Test Script Language
Date of Birth: 31st March 1980  |  Languages Known: English & Hindi  | 
