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OBJECTIVE

To secure a position with a stable and profitable organization, where I can be a member of a team and utilize my     8 Years working experience to the fullest, making use of diverse skills in office management and customer service in a highly dynamic work environment. 
PROFESSIONAL SUMMARY

· Over 8 years of experience in Administration and IT enabled services in different organizations.
· Expertise in Data Analysis, Change Management, Client Relations and Team Handling.
· Proficient in SQL Server, Mainframe, Citrix application software and Microsoft Office.
· Team player with excellent analytical, organizing, communication, interpersonal and management skills
· Having valid UAE and Indian driving license.

EMPLOYMENT HISTORY 

Administration Officer – Operation & Service Dept. 

  December 2011 to till date

M.A.H.Y.KHOORY & CO. LLC, ABU DHABI , UAE. 

Roles and Responsibilities:
· Preparing Monthly Sales / Service summary reports.

· Preparing Technical Submittals for new projects.

· Preparing documents for employees VISA renewal, annual leave, company trade license renewal, company vehicle registration renewal.

· Supervised daily Human Resource tasks like compile & analyze data, monthly reports, staff attendance, transport of staff, prepared inquires for medical insurance and travel tickets. 
· Preparing DO, Invoice / Proforma Invoice and Purchase Order in Citrix application.

· Handling a part of Finance related jobs.

· Handling procurement in charge in Abu Dhabi branch office.

· Scheduling daily service jobs for technicians and maintaining technician’s service report.

· Leading & monitoring the performance of the service team members.

· Handling customers on telephone and in person with queries and problems.

· Maintaining records and file data according to category and confidentially.
· Defining service standards & guidelines that serve as benchmark for excellent service delivery, thereby contributing towards ameliorated service revenue generation.
· Providing advice and help to employees to understand and implement approved HR policies and procedures.

· Communicating with management, staff, suppliers and customers to ensure a pleasant work environment.
Senior Process Associate.                                      September 2008 to September 2011
Affiliated Computer Services – a Xerox Company, Infopark, Cochin, India 
 
[Based in Dallas, USA, Affiliated Computer Services is a Fortune 500 organization and a world leader in Business Process Outsourcing and Information Technology Outsourcing]

Roles and Responsibilities:
· Responsible for implementing HR Benefits Administration solutions for US based clients based on Business Requirement Document.
· Analyzed, managed, tested data as part of transitioning client information to solutions provider

· Processed SQL queries to source Payroll, Health and Welfare data from Sybase databases and customized the results as per client requirement

· Created periodic MIS reports and dashboards by collating and processing information using advanced MS Excel functionalities, for management review to ensure that KPIs are met

· Performed test planning, data validation and data reconciliation using manual and automated tools before transitioning data onto production environment

· Liaised on behalf of clients with third party solution providers to ensure smooth flow of deliverables

· Represented the organization in the Discovery, Validation and Deployment phases of Siebel Financial Services software implementation for a major Fortune 500 client

· Handled queries from clients and solution providers and performed root cause analysis as part of conflict management and problem solving activities 

· Tools working on include Sybase server, UNIX, Citrix environment tools, Rapid SQL,                   IBM Mainframe and other Custom made Application Software.

· Co-ordinate and Conducting training sessions for new team members to fulfillment of process task.

· Assistance to the immediate supervisor in creation of reports in MS-Excel for onshore/client reporting

Educational Qualification                        

	  COURSE NAME
	NAME OF THE INSTITUTE     

            /  BOARD
	YEAR OF PASSING

	GRADUATION IN BA ENGLISH LITERATURE

	  CALICUT UNIVERSITY, KERALA.
	2000 - 2003

	GNIIT – DIPLOMA IN SOFTWARE ENGINEERING
	NIIT, BANGALORE, INDIA
	2005 – 2008

	DIPLOMA IN COMPUTER APPLICATION
	 ANNAMALAI UNIVERSITY, INDIA
	1997 - 1998


KEY SKILLS: MS Office, DOS, MS SQL – 2005, MS Access, IBM Mainframe & Citrix Application Software.
Personal Information
Date of birth
:
03-05-1983

Languages Known
:        To speak: English, Hindi, Malayalam & Tamil 


         To write and read: English, Hindi, Malayalam

VISA Status
:        Residence Visa 


REFERENCES AVAILABLE UPON REQUEST
