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  Monisha 
  Dubai, UAE.                                                                 Email: monisha-394230@2freemail.com 
                                                                                       
     To work in a company where my knowledge, professional and technical skills can be utilized to the fullest 
     and where I grow professionally.
  
· To provide the best quality work

· To be responsible & trustworthy

· To feel proud to see the achievement
· To be fair with all my duties 

· Ability to easily acquire and learn new technology

· Positive attitude

· Self-motivated and self-confident

· Comprehensive problem solving ability

· Creative thinking and Smart work

· MBA HRM from Loyola College - Pondicherry University Chennai, in the year 2015.
· Bachelors of commerce St. Thomas College of Arts and science Chennai- Madras University in the year 2013

I)  
             Designation:  Lead - Vendor Management Services
      Duration      :  March 2019 – July 2019     
       Job Description:
· Monitored performance of Tier 1 vendors through established governance structure that included monthly service level, contract change, issue management, and financial reviews, as well as quarterly executive 
meetings to ensure customer expectations were met or exceeded

· Worked with key stakeholders and vendors to establish annual goals/objectives and monitored progress throughout the year, including providing course-correction guidance as warranted to guarantee agreed service

·  Improved supply chain by maintaining a vendor management information repository to enable the ability to research, interrogate, analyze, trend, create reports and support a comprehensive KPI dashboard

· Increased effectiveness by mentoring, guiding, and inspiring the engagement of team members
· Increased effectiveness by mentoring, guiding, and inspiring the engagement of team members
· Developed a Vendor Portfolio catalog, providing a foundation for metrics reporting
      Job Profile: -

· In-depth knowledge about Retail Business Services in e-commerce platform, handling Vendor Queries, dive deep and find out the root cause of the problems

· Interact with New Item Set Up team, Compliance team, Third-party seller support, the Fulfillment centers, and Defect reduction teams for root cause analysis
· Edit the product detail page as per vendor’s request, check for Purchase orders, adjust order quantities and ensure details are updated correctly

· Ensuring Vendor Satisfaction by achieving delivery & service quality norms

· Excellent analytical, problem solving and presentation skills

· Have been to Bangalore for providing training to new hires after the process was transitioned from Retail Business Services to Vendor Contact Management

· Have done process improvements and have taken care to deliver results that further resulted in healthy metrics

· Working with stakeholders and retail contacts to address vendor facing challenges, find out root cause and provide resolution within tight SLAs

· Engage in proactive tasks to ensure smooth functioning of business and reduce reactive counts

· Handle escalations and drive team metrics

· Handling SEO activities, optimize Detail pages for better customer experience, assign browse nodes by finding the most suitable leaf nodes that can be applied for a particular product in a specific category for better search of products in Amazon.com. Also perform root cause analysis to remove blockages

· Work for Rich media that involves updating images, videos, A+ content for items sold in Amazon.com. Check inventory health, manage Purchase Orders and check item profitability

· Mentoring and training associates regarding end-to-end catalog and non-catalog process
II)  
             Designation    : Process Training for Accounts Receivable
     Duration         :  July 2017 – July 2018       
Job Description:

· I had to play two roles when there are new batches have to give process training when there are no batch will be floor SME there will be 80% of production.

· Trained and handled more than 20 batches containing 25 people on an average in a batch

· Identifying training and development needs within an organization through job analysis and regular consultation with Trainer Officer and business Managers.

· Deliver Process training and development Programs.

· Considering the time scales of planned Programs and keeping within deadline.

· Developing effective induction Programs.

· Devising individual learning plans

· Producing training materials for in-house courses 

Nature of work :

· Ensure updates and changes in process and procedure are cascades to the relevant audience.

· Monitoring and reviewing the progress of trainees through questionnaires and discussions with managers

· Ensuring that statutory training requirements are met.

· Amending and Revising Programs as necessary, in order to adapt to changes occurring in the work environment

· Conducting Refresher Training, Fast Training Program to attend low performance issues.

· Motivate and attend training gaps effectively to have a high level of success in RTY.

· Conduct Call Accreditation and Initiate On Job Training to enhance the executive process knowledge

· Processing accounting receivables and incoming payments in compliance with financial policies and procedures

· Performing day to day financial transactions, including verifying, classifying, computing, posting and recording accounts receivables’ data

· Reconcile the accounts receivable ledger to ensure that all payments are accounted for and properly posted.

· Calculate and post receipts to appropriate general ledger accounts and verify details of transactions, such as funds received and total account balances

· Typically report to a supervisor or manager

· Posts customer payments by recording cash, checks, and credit card transactions. 

· Posts revenues by verifying and entering transactions form bank statement to Grant Plane's system

· Posting cash reciting for the invoice raised into Grant Plane's accounting system which include all the customer individual payment, cheques payment, cash deposit, store outlet payments, card payment & online payment. 

· Processing Help Desk queries where the customer request to terminated the account, conversation from post to pre paid, refund process, bill void, rebates, reactivation all the customer query will be working from end to end. 

· Using Micro soft remote access and Grant Plane's Accounting System

· Worked in more than 32 activities under AR

· Preparing reports such as age debt report, bad debt provisioning, bad debts written off & daily collection report 

· Preparing daily payment log sheet where the customer payment are update into Excel

III)  
             Designation: Business Process Specialist 
            Duration   : August 2013 – October 2016     
       Job Description:
· Working as an Business Process Executive for DATA Management and DATA Analysis process 

· Utilize business analysis techniques, IT & business knowledge to strategically align 
Requirements with business direction

· Analyzing product issues and providing resolution for the bugged wired and wireless services(PSTN,CABLE,NGB,BROADBAND,MOBILE)

· Working in Legacy systems and reviewing the solutions for ITAM dockets.

· Analyzing Provisioning Escalation orders and solving the product issues with utilization of information tools and systems.

· Finding resolution for fixed line, broadband line and mobile product related issues and solving customer’s queries within SLA.
Nature of Work: 

· Order Management and analyzing the root cause for the error 

· Working on legacy systems like AXIS, MICA, FLEXCAB, START, MOBY

· Ensuring timely and professional responses for requests and queries received 

· Ensuring the timely completion of orders for all products and services within SLA and scheduled appointment

·   Providing exceptional customer service to clients including handling general first point of Contact enquiries via phone, email and distribution of faxes

· Using Siebel, Moby tool & Xceleration Desktop Application to regenerate the customer service as flexible

· Working under more than 25 departments  within the process like Activation support, Technical           

· Support, Customer support, Broadband, Wireless and Satellite connection, Networking etc. 

· Adding & Disconnection ADSL Broadband Connection via Siebel and Axis Tool

· Sim Validation like MNP and Number redirection from Phone to mobile, mobile to mobile, phone to phone and vice versa

· Know how to handle customer with Priority basis

· Strong in Analysis and Development
  
· Acknowledged with appreciation certificate for outstanding performance from Intelenet Global services.
· Participating in the prestigious Fiber to the Home (FTTH) project of Tata Consultancy Services Ltd
· Received Star of the month thrice for best Performer Tata Consultancy Services Ltd
· Won in Throw ball, Short put, Kabbadi in District level.

· Won prizes in dance and other cultures events.
· Student coordinator in clubs in colleges.
· Operating Systems : Windows Xp

· Packages: MS-Office full package

· Database : MS-Access 2007
· Functional competencies: Siebel, Legacy system &Grant Planes system
· Other Advance Tally ERP

· Date of Birth 

: March 18th 1993.  

· Religion        

: Christian Roman Catholic.
· Marital Status

: Single.
· Languages     

: English, Tamil & Malayalam  (Read, Write & Speak).
· Nationality     

: Indian.
· Driving License

: License of India
· Visa Status 

:  August 1st 2019  Valid  till  October 29th 2019.

        I am a disciplined thinker and a performer. I have a passionate interest in working in situations that are        

        demanding. I have the enthusiasm and energy to keep myself and others around me motivated. I want to 
        work  for a reputed organization and perform to best of my abilities, for the growth and success of the 
        company; and also to grow on  the  basis of performance.                                            
      Date :                                                                                  

      Place:   Dubai







                 (Monisha)     
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