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Policy and “Termination Letters” sent respectively thereon. “Relieving Letters” (for Resignations only) sent to employees at
corresponding Dates of Exits as per the Policy. Master file maintained for reference. Received “Champion of the Month”
certificates on several occasions for Outstanding and Accurate performances on KRAs, also received “Error Free Quarter”
certificate lately, for consistent, excellent and error free performances

e HR-Payroll Full and Final Settlement (FFS): - Full and Final Settlement (FFS) which was imminent for over 6 months
was simtfliﬁed and pending jobs cleared using MS-Excel and MS-Word’s Merge. Final Settlement Transfers earlier done on
10%, 20% and last day of the month was changed to, ONLY the 15™ of each month, after acumen and recommending a
solution, during meetings/discussions held in the Board Room with Directors. Presently, employees who exit in any given
month, receive their FFS on the 15 of the following month without fail, which is exceedingly within company’s policy and
much simpler. Have been known for making jobs simple when it seemed to be a paradox

e HR-Payroll Operations: - Pondering on the “Forecast” and accordingly constituting the staffing plan, queue management,
breaks, buffer, abandonments, hourly reports, etc. Scrutinizing performance and implementing changes wherever and
whenever required. Dossiers, Man-Power reports, Overall standing reports, etc updated

e HR-Payroll System Admin: - Filtering leads, sorting repeats and incomplete ones. Classifying “Hot” and “Cold” leads. HR-
reports that consumed over 9 hours for 2 employees each, to be completed were shortened to Just 2 hours for me alone to
complete, using more than 2 million nested formulas on MS-Excel. Created “HR-Operations’” reports for accuracy of
campaigns run for an outbound program, to result in meeting client’s requirements constantly, by activating time zones’ set,
scheduled campaigns

e HR-Payroll Special Initiatives: - Proposed with “Unique Identification Authority of India” to set-up a Helpdesk in the
company. premises. Helpdesk arranged and successful in getting Aadhaar Cards for over 1500 employees and their families,

within the company to avoid long queues, if done outside

o HR-Payroll Induction: - Custom made MS-PowerPoint presentations used for Induction, to explain New Joinees’ role and
respective Annexures. MS-Power Point Presentations for New Joinees made simpler with eloquent slides and scripts without
grammatical errors to achieve survey scores of over 95% every-time correlating to, below 55% earlier.

Previous Employment:
1. Senior Claim Processing Executive and Senior Provisioning Executive at “Hinduja TMT” (May’02 to Jun’05):

Responsibilities:

»>  Activating telephone features using “Universal Service Ordering Codes” (USOCs) as requested by the customers when placing
an order. Since I was quick with the computer keyboard (short-cut keys) and rarely would use the mouse, I was rated at the ratio
of 1:4 i.e. when an executive would have completed 1 order, I would have already completed 4 orders by then. Taught the
technique to the members in the team to achieve “Maximum Team Productivity”

Achievements: Received “Seniority” within a year after joining the company, for quick and precise results. “The Giant Leap”

certificate was awarded for performance as a tenured employee, though I was a fresher :

_-—

2. Worked as Computer Instructor at Corps of Military Police: (Apr'97 to May’'02) )

Responsibilities:

* Teaching Computer Basics to Military Sergeants for their promotions. Hindi was the medium of instruction. Giving

assignments and projects. Evaluating their performance for growth

Achievements:
»>  Received appreciation from Lieutenants for being able to communicate efficiently and correctly

3. Worked as Supervisor at ACNielsen: (Jun’97 to May’02 (03:00 PM to 12:00 AM)
Responsibilities:
*  Documenting the operation of Group Leaders with Executives in their teams. Collaborating the results of Telephonic
Interviews. Getting data of the surveys done in 24 countries the world over. Meeting with clients and organizing course-
corrections

Achievements:
» Promoted to Supervisor within the first quarter after joining the company, since I was quick with the computer. Uploading

leads within minutes. Moulded teams to be totally organised and self-motivated
-
4. Worked as Office-In charge in a private firm; Online Communication: (Apr'90 to May’95)

Responsibilities:
»  Stationery Printing of Letter Heads, Visiting-Cards, etc

Achievements:
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“ > Firsttime working on computers at work (officially, my first job). Learnt and made note of short-cut keys on the keyboard,
which became obviously eminent in all responsibilities that were and are handed to me, thenceforth

Educational Qualifications:

SSLC - St. Aloysius High School, Bangalore

ITI - Industrial Training in Electronics (Two years) — St. Patrick’s ITI, Bangalore

DACT - Diploma in Advance Compute Technology (Three years) — Bureau of Data Processing Systems Ltd. (BDPS)
B.COM - Bachelor in Commerce (Three Years)- CMJ UNIVERSITY

MBA - Master in Business Management (FINAL YEAR, IN PROGRESS) — VINAYAKA MISSION UNIVERSITY
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Additional Certification:
% Certificate in Customer Service from “NEXT”
< Certificate in Computer Basics from “JAN SHIKHSHAN SANSTHAN AND HOPE”
% Certificate in Computing from “IGNOU”

M

Personal Information:

‘Gender : Male

Date of birth : 14th November

Marital status : Married. Wife, working as an Asst. Mistress (Teacher), for Karnataka State Government
Children : 1 Son, studying in Std 3 (Academic Year 2014-15)

Languages known : English, Hindi, Kannada and Tamil

Extra Curriculum Activities:

1 Cricket — Wicket-Keeper batsman (orthodox player). Coach Mr. Rajkumar Devadas from YMCA, Bangalore
2 Football - Played for an “A” division club “AGORC” in the Bangalore League. Equally good with both feet
3 Hockey —- Goal-Keeper. Played for a “B” division club “Bombers” in the Bangalore League

4 . Chess — Played with the computer and won, on a couple of occasions (in the long past)

PERSONAL PROFILE:

-] Absolutely diligent, responsible and reliable with multi-tasking abilities

® Blessed with ability of simplifying tasks with accuracy and speed. Totally persistent and amazingly innovative

® Capable of handling pressures with optimism and with the right attitude

o Gifted at building team’s unity through activities and sense of humor

® About me: - I depend on God for everything through prayers, and He has always been my Helper since childhood, and He

will continue to be. All challenges have become a Benediction, to rely on The Creator always

UNIQUE ACHIEVEMENT:
GUINNESS WORLD RECORD APPLICANT (MEMBERSHIP NUMBER - 1 31347)
KNOWN AS THE “HUMAN CALENDAR' FOR BEING ABLE TO DETERMINE THE DAY,
ON WHICH A GIVEN DATE FALLS, WITHIN SECONDS
Ex. 15-AUG-1947 IS A FRIDAY

26-JAN-1950IS A THURSDAY

02-OCT-1869 IS A FRIDAY

¢ Friends contact me if they wish to know the day on which they were born, and I answer them in

Seconds





