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SUCHARITA 
E-Mail:     SUCHARITA.334255@2freemail.com 
    _____________________________________________________________________________________
CAREER OBJECTIVE:
Obtain a challenging leadership position with an organization that will utilize my management, supervision and administrative skills to benefit self and organizational growth
WORK EXPERIENCE:

Allscripts - Sutherland Healthcare Services (Hyderabad)

Duration 

: Sep 2011 to Dec 2015
Designation 

: Senior Implementation Consultant

Job Responsibilities:
· Qualified interface projects with customers, company resources and third party system vendors and move all the contracts acquired by the company to advance stages of Project lifecycle
· Identified and followed qualification process and effectively communicate with clients and vendors involved to determine their expectations and to provide a realistic approach to accomplish the set goals
· Ensured all pre-requisites are met by the client before proceeding with solution implementation and Monitors customer satisfaction and strives to improve it
· Distributed documentation on and explains the qualification process to customers and vendors
· Coordinated amongst all parties involved to ensure awareness on the status of a project
· Attended various conference calls to understand the changing needs of a client and to overcome any hurdles
· Responsible for smooth transitioning of the project to an Interface Analyst for well-timed implementation
· Identified potential obstacles and endeavor to resolves issues which would impact project completion
· Managed Interface Qualification team backlog and forecasts future interface installation activity
· Provided high quality support to end users and other Allscripts Professional departments
· Consolidated the project analysis report on a weekly basis to determine the status of every project
· Provided training to the new joiners to help them gain process and business knowledge
· Mentored and monitored new associates on the projects raise them on par with project standards of quality and productivity
Arki Group Design L.L.C. (Dubai) - (IT Division) 

Duration

:
May 2009 to July 2011.

Designation 

:
Techno Commercial Consultant /Sales Coordinator - ISO CERTIFIED
Job Responsibilities:
· Reported to the Regional Director of the IT Department
· Designed IT Solutions for Clients with the support of Sales Engineer and Preparation of Commercial Proposal as per the client’s requirements and negotiated with various clients to receive projects
· Follow up the submittals and attend any clarifications from clients for commercial and technical proposals
· Work involved in project planning, completion of projects, liaison with clients and consultants and sub-contractors etc.
· Work involved in overall supervision, procurement, monitoring and execution of installation, commission and project hand over to client for various projects
· Coordinated with the suppliers in getting the quotations, assigning the jobs to the suppliers and following it up until the completion of the job
· Prepared the cash flow/ Budget and hand over to Project Team and Accounts Department for cost control.
· Followed up with the clients on outstanding payments and clearing off balance dues

· Assisted the senior accountant in making invoices, handling petty cash and maintaining the records of all the petty cash expenses
· Attended the ISO trainings as required and maintaining the documents as per the ISO standards
MediaOne FZ L.L.C (Dubai)

Duration


:
June 2008 to March 2009

Designation


:
Office Administrator

Job Responsibilities:
· Assisted the CEO and the General Manager in their day to day Scheduling, organizing meetings and fixing appointments

· Provided day to day administration support, drafting variety of letters related to administration department, coordination of inter office activities, and maintenance of filing system
· Undertaking all the employee’s files and responsible about their forms of appointment letters, annual leave, local leave, sick reports, performance reports

· Responsible for general administration and perform all duties as required or assigned in professional, effective and confidential manner
· Coordinated with the suppliers in getting the quotations, assigning the jobs to the suppliers and following it up until the completion of the job
· Followed up with the clients on outstanding payments and clearing off balance dues

· Assisted the senior accountant in making invoices, handling petty cash and maintaining the records of all the petty cash expenses
· Responsible in handling all the PRO related work in the organization such as maintaining the record of all the employee’s passport and visa expiry’s, visa processing including their medical and processing of the employee’s labor card
GREEN SPACE TECHNOLOGIES (Hyderabad, India) - UK based online gaming bingo website.
Duration

:
 May 2007 to March 2008.

Designation

: 
Process Associate (Customer Support)
Job Responsibilities:

· Handling customer’s enquiries

· Answering inbound customers’ phone calls
· Attending query mails and Follow up on customer’s complaints

ACADEMIC CREDENTIALS:
· B.E, in the department of Information Technology affiliated to Osmania University, Hyderabad -India
· Intermediate public examination (+2) Hyderabad, India
· Secondary School of Education - Hyderabad, India
SOFTWARE EXPOSURE:

Languages 

:           Manual testing, Basics of QTP (Automation Testing)
P.C Packages     
 
:           Windows, MS-Office, MS-DOS

PERSONAL TRAITS:
· Hardworking and honest

· Ability to work independently 

· Confident communicator with excellent inter personal skills
· Cooperative and supportive in a team environment

· Ability to present a professional and positive image for the employer

PERSONAL PROFILE:
Date of Birth

: 
20th March 

Nationality

:      
Indian

Marital Status

:  
Married
Languages Known 
:
English, Hindi & Telugu

References: Available upon request

I hereby conclude that the above information given is true to the best of my knowledge.
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