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Objective:
To obtain a position where my knowledge and skills can be best utilized for the betterment of the Organization and my Career.

Professional Summary
I am a resource with 9 years of strong domain expertise in the area of ITeS (Telecommunications).  Handled a team of 25 FTEs responsible for all MIS & WFM related activities at both Client & Site Level.  Highly skilled in tracking details, communicating deadlines, and following‐up with internal and external stakeholders to ensure on‐time completion of deliverables.
Education

	Qualification
	University
	Year of Passing

	B.Com
	HKES College - Bangalore University
	(04/2004)


	Qualification
	University
	Year of Passing

	PUC
	HKES College - Bangalore University
	(04/2001)


	Qualification
	University
	Year of Passing

	SSLC
	RBANM’S High School
	(04/1999)


Experience

	Organization
	Designation
	Period
	Total Experience

	Infosys BPO Limited
	Team Lead
	Oct 2004 – Sep 2011
	7 Years


	Organization
	Designation
	Period
	Total Experience

	
	Asst. Manager
	May 2013 – Feb 2015
	1.9 Year


Technical Skills

	Operating systems
	Windows XP/2003 Server/2008 Server/NT

	Domain knowledge
	Finance

	MS packages
	MS Excel/ Access/ Word/ PowerPoint/ VBA


Key Skills:

· Payroll 
· Inventory Management
· Budgeting & Forecasting

· Billing, Purchase Orders & Invoicing

· Reporting, Records Management & Dashboards

· Policies, Process Manuals & Work Packages Documentations
Strength:

· Ability to multitask and handle pressure under tight deadlines without compromising on quality of the deliverables

· Good understanding of call center workforce management tools
· Strong Communication and Analytical skills

· Operational knowledge of Microsoft office and other web based applications
· Strong Problem solving Skills & Good Team Player

· Ability to establish priorities, work independently, and proceed with objectives without supervision
Project Profile

                 Period: October 2004 – September 2011

                 Job Title:  Team Lead 
MIS - TEAM LEAD RESPONSIBILITIES:

· Roster & Leave Tracker 

· Site Level Reporting – Daily, Weekly & Monthly frequency

· Performance Scorecard for all LOB

· Incentive schemes and payouts for Employees

· SLA & KPI monitoring

· Maintain Daily basic Records

· Analyzing the KPI's and harmonize them with the client agrees SLA

· Key role in Automation of Projects and Billing in Intranet

· Identifying key parameters to measure actual performance against business plan and ensuring implementation of adequate tools/ dashboards to facilitate a meaningful comparison

· Handling the Regular Receipt of Information & Documents

· Regular communication with Clients & resolve their queries to their satisfaction

· Process Flow Chart
                 Period: May 2013 – Feb 2015
                  Job Title:  Assistant Manager
WFM/MIS – ASST. MANAGER RESPONSIBILITIES
· Handling Billing System for the Clients
· Budgeting & Forecasting module for Clients
· Key role in receiving & dispatching Purchase Orders & Invoices to the clients
· Penalty and Adherence calculation and workings

· Handle Site Level Incentive Reports

· Work closely with Finance Team to ensure smooth flow of Budget assigned and spent

· Headcount management for the Site

· Staffing Level monitoring

· Monitor real time Adherence Threats

· Pitching Overtime and Extra Day Working

· Maintaining Expense & Payment month wise Reports

· Coordination with various departments for information gathering to ensure on - time submission of Billing Files and maintaining high level of accuracy
TEAM MANAGER - KEY ROLES & RESPONSIBILITIES

· Monitoring teamwork performance

· Motivating the Team & focusing on Accuracy & Timelines
· Addressing all Critical issues within the team

· Weekly & Monthly Reviews with individuals in the Team

· Set Monthly Targets & Goals to ease Half Yearly Appraisals

· Timely Feedback & Brainstorming Session

· Timely closures on Appraisals
· Guiding team members to identify right Career Path
· Performance Feedback week on week 
ACHIEVEMENT:
· Financial Reporting: Led a team of 8 resources responsible for periodic financial reporting to the top management. These reports contain details for accurate presentation of the actual performance along with detailed analysis and reasoning for any deviation from the agreed projections.

· Process Improvement Initiatives: Designed and Lead automation project for daily reports using MS Excel and VBA Macros which involves effectively communicating the desired deliverables to the Clients and ensure that the business requirements are met. This resulted in considerable effort savings.

· This automation project received several appreciations and recognitions during the review with clients and top management
· Created a complete set of New Reporting, Billing and Process Documentation flow for a new Sub – Process.

· Documentation of process flows for different financial activities such as Billing, Pricing, and Reporting etc.

· Identified improvement areas to avoid errors in reporting through implementation of best practices. 

Personal Details

	DOB
	12th Oct 1982

	Location
	Dubai


