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Post Graduate [MBA,BE] with a total of 3Yrs of experience in Corporate Business Operations. Applications exposure includes hands-on experience on E-Biz Suite Applications. Interacted with many clients from diversified businesses across geographies.
Career Objective
: 
To seek a professionally challenging career in the area of Human Resources and Operations and Support. To work towards continuous self-improvement and use my skills constructively to play a significant role in the growth of the organization.
Work Experience
:
RTA & H.R. Executive



Gargash Enterprises llc, Dubai. (October 2012 – July 2013)
Responsibilities:

RTA Executive:

· Handling software related issues in RTA vehicle testing.
· Computing vehicle details and create a report for customer services.
· Generate final report and submit it to RTA, Dubai.
· Indulge in customer need analysis and improvement of services provided. 
H.R. Administrative:
· Managing welfare measures like employee development plans, resource deployment etc to enhance motivation levels

· Handling recruitment life cycle for sourcing the best talent.

· Developing & maintaining MIS reports.
· Adept at handling day to day administrative activities in coordination with internal & external department.

· Raising the invoice & handling the follow up with client for payment.
Payroll and Administration:
· First point of contact for employees for time and attendance and payroll

· Process payroll and maintain payroll information as required:
· Date entry for all time and attendance and personnel transactions such as new hire, termination, leave of absence, benefits deductions, garnishments, etc.

· Vendor transactions including, flexible spending,

· Gross to net Calculation, balancing

· Prepare and maintain related payroll records and reports.

· Cross trains designated back up to administer and process time and attendance and payroll.
Cashier:
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
Issue receipts, refunds, credits, or change due to customers.

· Process exchanges and refunds Perform the duties of customer service representative when required
· Maintain periodic sales reports and spread sheets
· Ensure management of daily cash accounts
· Maintain periodic transaction reports

Work Experience
:
Business Analyst


Oracle India Pvt. Ltd., Chennai
January 2010 – Nov 2011
(Outsourced Consultant)


Responsibilities:
· Supporting business development for Oracle University by participating and managing the different business processes.
· Assisted to get price-effective creation with an increased quality and satisfied service.
· Analyzed and Streamlined Oracle University Live Virtual Class delivery based on past Instructor Lead Training records.
· Analyzed and gathered data for quarterly sales training.
· Scheduling & Planning for India LVC trainings for both Public & Private events. 
· Monitoring and providing functional support on inbound work request from the Sales Consultants.
· Appropriate work request prioritization and time allocation to meet competing demand for Oracle University’s engagement

· Generation of business reports to the senior management, which enables them to take key decision. 
· Analyzing reports which show the current revenue generated and also project a forecast of the following fiscal year. 
· Working with the DM in resourcing, evaluating & finalizing external trainers for the LVC trainings.
· Negotiating with vendors and contractors on commercials.
· Interacting with external vendors to identify and create a set of external contractors for Oracle University.
· Analyzing the training feedback to improve the quality of delivery.
· Hosting the weekly scoping call and preparing forecast report for Virtual trainings.
· Planning calendar schedules based on demand analysis.

· Supporting Managers with revenue data for weekly presentations/ meetings with International team of Managers.
· Complete vendor management involving PO creation, invoicing, payment, and agreement.
· Monitoring errors by extensive usage of Dashboards. 
Professional Skills:
· Capability to fit into any stream of working in a minimum induction time.

· Strong ability to influence people and align remote teams to achieve agreed goals and objectives

· Dynamic and Result Oriented.

· Ability to work with teams to help execute strategies, provide business solutions.

· Ability to adapt to a rapidly changing, progressive organization. 

· Ability to work independently and with a team. 

· Ability to develop relationships with Sales Reps, Sales Consultants, Sales Managers and with internal support staff.

· Ability to work to plan and execute multiple projects in parallel, and work to a deadline   to achieve project milestones.
Technical Skills: 

Application                     : 
Oracle 11i, R12, R12.x E biz Application
Educational Qualification:
· Master of Business Administration (H.R. & Systems) from Anna University May 2010.
· Bachelor of Engineering (Computer Science) from Anna University May 2008.
PROFESSIONAL TRAINING:

Attended extensive training programme on Time Management conducted by Oracle University.
Personal Profile:

Date of Birth

:
27th January 1987
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