[image: image1.jpg]



Fernandez 

Career Objective:

To actualize my analytical and management skills & coordinate all my efforts towards meeting the goals of the organization that values people who strive to excel.

Professional Experience:

Euroasia Management and Manpower Consultancy, Dubai

· Duration: November 2015 to April 2016
· Designation: HR cum Admin Coordinator 

Responsibilities:

· Coordinating with Marketing Team with new requirements.
· Sending demand draft and agreements to clients.
· Maintaining client and agency documents.

· Place advertisements for new client requirements.

· Shortlist CVs of candidates and take phone and in-person interviews.

· Schedule client interviews for candidates.

· Follow up with client and candidates on interview.

· Keep candidates updated on interview status.

· Coordinate with manpower supply agencies for requirements from outside UAE.

· Get required documents from agencies.

· Take payments from clients and agencies.

ZentrumIncUSA., Gujarat
· Duration: December 2014 to October 2015
· Designation: Manager – Operations
Responsibilities:

· Provide support to various departments in the organization.
· Improve processes and policies in support of organizational goals. Monitor adherence to rules, regulations and procedures.
· Assist in recruitment and placement of required staff.

· Monitor and evaluate performance of delivery team.
· Improve the operational systems, processes and policies in support of organizations mission - specifically, support better management reporting, information flow, business process and organizational planning.

· Play a significant role in long-term planning, including an initiative geared toward operational excellence.

· Oversee overall financial management, planning, systems and controls.

· Regular meetings with Managing Director with regards to overall performance.
Collabera Inc., Gujarat
· Duration: August 2011 to July 2014
· Designation : Operations Executive

Responsibilities:

· Sending Offer Package documents to US candidates and explainingthe process to review and e-sign the documents.

· Collecting documents and ensuring that the candidates are authorized to work in the US. 

· Initiating the background check and Drug Test.
· Completing all the checks before On-boarding candidate on the project as per client

compliances.

· Updating Internal Work Flow System Application for helping Billing & Payroll Team.

· Solving queries raised by candidates and guiding them to understand the process.

· Solved Bill & Pay Rates problems for Account Payable and Account Receivable

Team.

Hexaware BPS (FKA Caliber Point Business Solutions Ltd), Nagpur
· Duration:7th May 2007 to 30th July 2011
· Designation :Team Leader
Responsibilities:

· Providing necessary leadership to a team of 90resources.

· Sending job receipt mails to client as required.

· Report progress at team level.  Keep Project Manager updated.

· Responsible for ensuring QMS documentation is up to date.

· Engaging in periodic resource estimation/planning.

· HCM – Resource requisitions – Providing Inputs to Project Manager.

· Analyzing and forecasting attrition (Team Level) – Inform Project Manager as required.

· Controlling Attrition at team level.

· Controlling Absenteeism.

· Responsible for resource utilization.

· Responsible for raising request to Admin for transportation requirements of team and getting approval from project manager for the same.

· Conducting daily/weekly feedback sessions.  Providing Feedback on quality and SLA issues and team targets.

· Analyzing team performance and identifying training needs.

· Ensuring process/refresher training is conducted as required.

· Roles and responsibility nominations- Providing inputs to Project Manager.

· Appraisals – Provide feedback and inputs on team members to Project Manager.

· Coordinating with joining formalities of team members – ID/login creation, etc. for new team members – Keep Project Manager updated.

· Tracking attendance/absenteeism of team – Inform Project Manager.

· Ensuring grievances are handled effectively and escalating as required.

· Responsible for leave planning.

· Coordinating resignation formalities of team members.

· Ensuring production through optimal work allocation and monitoring.

· Responsible for downloading work and for dispatching completed jobs to clients.

· Resolving daily queries and problems of team members.

· Creating, allocating, and tracking work using appropriate softwares.

· Analysis of errors/issues and creation of root cause analysis documents.

· Responsible for timely escalation of issues/problems that require attention of Project Manager or Clients.

· Responsible for QMS compliance of team.

· Responsible for ISMS compliance of team.

· Adhering to company policies, rules, and regulations.

· Adhering to work timings and leave schedules.

EDil Software Solutions, Trivandrum
· Designation : Shift In-Charge
· Duration: 1st Oct 2005 to 31st Mar 2007
Responsibilities:

· Providing necessary leadership to team members of night shift.

· Responsible for controlling the accuracy percentage of the files processed.

· Sending job receipt mails to client as required.

· Report progress at team level.  Keep Project Manager updated.

· Engaging in periodic resource estimation/planning.

· Analyzing and forecasting attrition.

· Controlling Attrition at team level.

· Controlling Absenteeism.

· Responsible for resource utilization.

· Analyzing team performance and identifying training needs.

Zypher InfoTech, Gujarat
· Designation : Medical Transcriptionist

· Duration: 1st Aug 2003 to 22nd Aug 2005

Responsibilities:

· Worked as a Medical Transcriptionist.

· Was responsible for proofing and editing the transcribed files.

Cletus Joseph & Co, Kollam
· Designation : Administrative cum Accountant

· Duration: June 2002 to July 2003

Responsibilities:


· Maintaining books of accounts. 
· Auditing books of accounts.

· Accounting cum admin work for IMS Ship Management Ltd. dredging division.

· Getting daily report from managers of progress of work and sending it to Management.

· Payment of salaries of employees.

· Follow up for payments of work completed from government offices.
Software Skills:

· Typewriting (Lower) 

· Computer Word Processing (Lower)

· Post Graduate Diploma in Computer Application (PGDCA)

· Diploma in Computerized Financial Accounting (Tally) 

Education:

Bachelor of Commerce - Kerala University

Personal Details:

· Date of Birth:5th December, 1977

· Languages Known:English, Hindi, Malayalam, and Gujarati.

· Marital Status:Married

· Visa Status:              Residence Visa
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