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Executive Summary

To contribute my experience and knowledge in attaining company’s mission and vision.  This includes analytical and technical expertise in diversified fields of finance, accounts, business support and financial analysis.

Professional Profile

MIS professional having over 14 years of multi-faceted experience in Accounts, Finance, Budgeting, Financial Planning, MIS, Revenue Management, Vendor Management.  Since August 2008 with as Business Management & Corporate Finance  Proficient in Business Planning & Analysis, Performance Monitoring & Benchmarking, Cost Control Measures,  Financial Planning. Familiar with ERP SAP, MS Office, MS Access, Tally, Business Object, Visio with 3 years diploma in Computers from NIIT Ltd. Sound knowledge about prevalent economic/financial reforms with excellent analytical, presentation, interpersonal & organisational skills and proven abilities team management, customer relationship management and planning.

Core Functionalities

Business Planning 


Finance & Accounting

Financial Reporting

Migration Planning


Financial Analysis


Profit Improvement Management 

MIS and Cost Reduction

Budgeting
 


Vendor and Logistic Management

Administration


Revenue Reporting 


Project Management

Key Deliverables
Financial Strategy & Planning 

· Involved with finance & Accounts teams for determining financial objectives, designing & implementing internal control systems, policies & procedures to facilitate internal financial control.

· Conducting business analysis to assess prevalent financial & economic environment; identifying financial & operating risks and taking adequate measures to mitigate the same.
New Initiatives

· Screening new projects, conducting project feasibility studies and preparing reports to assess the financial viability & cost save opportunities.

Business Analysis

· Screening new ventures, conducting feasibility studies and preparing project reports to assess the financial viability of projects.

Revenue Assurance

· Assisting top management in developing and implementing need-based plans / strategies for maximizing profitability & revenue generation from all streams & realize organizational goals.

Accounts & Auditing

· Designing and implementing reporting systems & procedures; supervising the timely preparation of reports for various teams of financial statements along with reconciliation. 

· Coordinating internal meetings; evaluating internal control systems / procedures to highlight the shortcomings and implementing necessary recommendations.

Budgeting & MIS

· Formulating budgets and Business Plan and conducting variance analysis to determine difference between projected & actual results and implementing corrective actions on periodic basis from week on week to Year on Year.

· Preparing MIS reports and other statements to provide feedback to top management on financial performance viz. revenue, profitability and Cost rationalization measure, etc.

Commercial Affairs

· Involved for timely procurement of materials at favourable terms & conditions; coordinating logistics and supply chain management activities. 

Administration
· Preparing Business update / Agenda and Minutes of the meeting.

Career Highlights








May -2008 till date

MIS Manager  
· In the current role responsible for managing and generating Finance consolidation reports, Forecast Headcount Reports etc.

· Instrumental in data analysis for the function and not limited to Attrition analysis, Productivity Analysis for 1200 Employees. Also ensure that the HR Related Queries and inputs are taken into consideration during report generation and analysis.  

· Responsible for generating daily, weekly and monthly reports of productivity, Monthly Business Review, Monthly Dashboard, Taxonomy Report efficiency etc.
· End to End process responsibility and to be in control of End of day reports and critical reports.

· Responsible for monthly key initiatives for driving Cost controls by monitoring Indirect Costs.
· Automated and simplified daily processes with a emphasis on reports.
· Ensured succession planning is created within the team. Also ensured process streamlining for ease in generation of the recurring reports.

Additional projects –Cost optimization and improvements
· Contributed to the development of an intranet website to upload end-of-day reports, and download the reports in Excel spreadsheet.

· Served as point-of-contact for Mumbai & Bangalore to coordinate Migration from Lotus Notes to Outlook
· Served as point-of-contact for Mumbai and Bangalore to coordinate Windows 7 deployment.

· Seat optimization – Analysed the shift details, identified the business locations/seats, interacted with various business teams and ensured hotdesking of specific seats and helped in limiting the seat requirements.
· Mail box rationalization – Identified an opportunity of mailbox reduction by recertifying the old/redundant group mail boxes.
· Served as subject matter expert on assigned IT projects, Procurement, Asset disposal, enhancements and data support
· Lead from Mumbai and Bangalore to drive the Cost controls by monitoring Indirect Cost.
Core strengths
· Cost Reductions & Process improvement projects

· Proven Track record: projects on-time, within budget and meeting objectives

· Experienced in running Project Meetings (Kickoff, Status Meetings (Internal/Client)

· Best Practice contributor and PMO participating member

· Strong written and verbal communication skills to all Stakeholders on a timely basis

· Detail oriented and analytical, experienced in requirements gathering

· Highly motivated and success driven on independent and team assignments

· Experienced in Leading teams during UAT

Major achievements
· Received an efficiency awards  for Cost saves projects







February 2007 – May 2008

Senior System Analyst
· Handling Incident management and Patch Management Reports.
· Created, developed and programmed numerous stand-alone databases utilizing MS Access Backend for data and MS Access Application for front end user interface.
· Interaction with International clients as per SLA with the organization.

· Developed custom reports and databases for staffs in U.S.A and India.

· Have knowledge about Remedy application, Remedy Reporting Server.
· Developing techniques for data analysis to model customer satisfaction at different operating efficiency levels.

· Research & development to implement better quality checks on offshore client reports.

· Handling Business Review, Cost Summary, forecasting, Productivity Report, SLA Report, Utilization Report.







June 2005 – February 2007

HR MIS – Feb ’06- Feb ‘07

· Responsible for the monthly updation of HR MIS, Table F, Cost Per Hire.
· Based on Indent / Requirement no’s received from operations, Managed and ensure the same also insuring that the selected candidates are joined induction.

· Collate monthly Joined Data covering all process (client wise and for the organization) 

· Prepare a Trend Analysis on attrition.
· Timely and accurate processing of employees leaving the company.

· Generate reports as per specifications from the Senior Management 

· Provide analysis on average Cost-To-Company for newly hired employees 

· In charge of the HR Dashboard and a summary of the HR MIS for the month 

· Provide statistics for drafting Client as well as Senior Management presentations 

· Prepare customized reports for Senior Management on an ad-hoc basis 
Team coach MIS & Dialer,-June ‘05- Feb ‘06
· Working with operations team to develop & monitor implementation of action plan to achieve SLA (service level agreement) standards.

· Maintaining database in consistent state. (The database contains live data )

· Working for all kind of MIS Reports (Inbound and Outbound)

· Meeting ad-hoc management requirements.








August 2000 – June 2005

Senior MIS Executive 

· Handling the team.

· Interaction with International clients as per SLA with the organization.

· Lead Input file generation for a US based financial firm. The system automated the process of uploading a database text file into the DAVOX dialer. 

· Developed the MIS and Reporting system for the same project. Used VB to generate the output in Excel with SQL as the database.

· Analysis of data generated by callcenter hardware/software to provide better understanding of actual performance of callcenter & to provide impetus for initiating changes in the working of callcenter.
· Developing techniques for data analysis to model customer satisfaction at different operating efficiency levels.  Running different software & understanding different functionalities.
· Working with operations team to develop & monitor implementation of action plan to achieve SLA standards. Coordinating with software development team for system analysis & testing.
· Research & development to implement better quality checks on offshore client reports.
· Maintaining database in consistent state. (The database contains live data of American customers)
Client Relations Executive (International project {U.K})
· Handling inbound calls, Outbound calls. Making sales in inbound campaign

· Co-ordinate with sales team, product development and marketing.

· Transferred to MIS (management information systems) working along with the operations team for generating client reports.
Major achievements

· Made highest  sales value record

· Received a star C.R.E thrice

Commenced career in Automobile Industry in 1999 for 6 months as Sales analyst in HERO HONDA Co. and for 6 months in Forindia (DotCom Co) as Marketing Officer 

Extra Curricular Activities
· Had represented the college in N.S.S (National Social Service)

· Had conducted exhibitions, Choreographed & conducted the fashion shows.

Education
· Degree (B.Com) from Bombay University




1996

· MBA (Appearing) from Symbiosis 

Computer Literacy
· Proficient in SQL Server, Business object, MS Access, C++, Java, VB, MS Office (Excel, Word, PowerPoint, Outlook, Lotus notes),MS Visio, MS Project, Reporting Tools, Tally, Windows XP, Win NT, Windows 7.
I hereby declare that the particulars furnished above and the declaration made therein is my true legitimate and to the best of my knowledge. 

**References: available on request












