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CAREER OBJECTIVE

To work with a team of professionals having sound foundation and dynamic environment where ample opportunities exist for enhancing skills as well as career growth.
Career Synopsis

	Process Specialist – Data                                                               Feb 2014 – Till Date

Sr. Associate Customer Service                                                     April 2012 – Feb 2014
Maersk Global Service Centre, Pune, India

Process Associate                                                                           Jun 2010 -  Nov 2011 
Tata Consultancy Services (TCS), Mumbai, India 
	

	


EDUCATIONAL CREDENTIALS
	Examination 

	Institute
	Board/University
	Year of Passing

	Bachelor of Commerce (BCOM)
	Cosmopolitan College of Commerce, 


	Mumbai University
	2008

	Higher Secondary Class
	Cosmopolitan College of Commerce
	Mumbai University
	2005

	Secondary  Education
	Mahila Sang School
	Maharashtra Board
	2003


PROFESSIONAL EXPERIENCE

                                                       February 2014 – Till Date

Process Specialist Data – Pune

Description: 
             The Project Management Office (PMO) leads and manages the portfolio of key IT and business process improvement projects. The office is responsible for selecting, managing and optimizing the project resources and ensuring projects are aligned with the University’s mission and strategic goals. PMO staff works in partnership with IT cross-functional departments to form cohesive teams to achieve project objectives.  PMO supports the successful management of IT projects through application 

of leading project management practices. We also recognize that all projects are different and may require an adaptable approach to meet the client’s needs. The PMO is also responsible for monthly posting of the Tactical Plan as well as reporting monthly Key Performance Indicators.

Accountancy Responsibilities:

· Working as a Process Specialist – Data for Project Management Operation & auditing activities such as Taxation, Accounts Payable to Vendor.
· This is UK based project of Bank of Lloyds 

· Reviewing invoices and checking the request of the same so as to avoid any errors.

· Matching invoices and setting up same for the payments.

· Preparing accounts payable cheques and processing the same through net transfers.

· Reconciliation of the payments and monitor accounts to ensure payments are made up to date and resolve any discrepancies.

· Maintaining vendor files and maintaining the same.

· Working on the enquiries of vendors and providing them with necessary details.
· Preparing Monthly Reports and assisting in month end closing.

· Depositing funds collected from clients

· Maintaining financial information through files & documents.

· Monitoring balances of various accounts and related financial activity.

Operations Responsibilities: (Making Reports in MS Excel)
· Communicate risks and concerns to client and team.

· Regular review of project progress and create status reports

· Responsible for making Onshore report on every once in a week which contained weekly project status & need to validate this report on daily basis.     

· Schedule  checkpoint meetings to update status

· Adhere to Quality Management and Risk Management Policies






· Obtaining appropriate sign offs for user acceptance testing and deliverables

· Update project plan (completion dates, new tasks, Key Resource updates)















Maersk Global Service Centre (Mumbai)                                                  April 2012 – February 2014
Senior Process Associate – Mumbai
Description: 
                   Import - Export coordinators work with their own team as well as retailers, distributors, and salespeople to make sure trade operations run smoothly. An import - export coordinator work in various industries and often arranges communications between sales groups and national or international customers. They are responsible for arranging shipments, preparing and confirming order approval, handling pricing information, and releasing invoices. In today's world economy, import export coordinators are needed by businesses that provide goods to other countries and are in increasing demand as globalization expands.

Responsibilities: (Making Reports by using MS Excel)
· Working as a Senior Associate for Great Britain Imports process.
· Selected for the pilot process and actively participated in the successful migration of the 
Great Britain Cluster.

· Handle the Directs clients through emails for the GBR Cluster.
· Responsible for handling the Releases and Deliveries of containers for the Directs clients.

· Responsible for handling the Pending Releases by checking the folders tiwce a day.

· Interacting with the Front office in U.K. and other departments in order to process the timely 

Releases and Deliveries of containers.
· Responsible for sending the count of remaing Deliveries to the Intermodal department twice 
a day by interacting with all the Imports divisions for the cluster.

· Responsible for handling the dispute cases for customers using the FSCM tool.

· Efficiently handle the allocation of emails to the respective departments.

· To assist other associates with product knowledge and technical knowledge.
Senior Process Associate – Pune




· Working as a Senior Process Associate for Online Customer Service 
·  Handle the Customers online through Chats  for 16 clusters

·  Responsible for handling all cargo & booking related queries of Export & Import
·  Solve live queries of the customers

·  Handle customer queries via emails

·  Responsible for handling amendments, if there any changes need to do 
·  Efficiently manage the Q of chats within a stipulated time

·  Need to coordinate with the concern desk to sort out the query of customers

Tata Consultancy Services                                                                                   June 2010 to Nov 2011
Insurance Data Processing (TCS)

Process Associate 

         Description: 
                              TIAA Cref started out offering retirement services to teachers nearly 100 years ago & today its financial domain. TIAA Cref is distinctive needs of those who work in the academic, research, medical and cultural fields, where they listen to you, to advise you, and to help you feel confident about making financial decisions. Its help to make unique financial goals — for retirement, saving for college or providing protection for your loved ones, Retirement plans, After Tax Annuities, IRAs, Education Savings, Mutual Funds, Brokerage Services, Banking, life insurance.
Operations  Responsibilities : (Making Reports by using MS Excel)
· This is a US Based Project called Teachers Insurance Annuity Association (TIAA). Main objective of this job is Teachers who are due retiring, their insurance details are enrolled to the System.
· Basic checking of Documents that are ready for processing.

· Update the raw data from resources & make it useful by using MS excel to generate the report which will enable us to take appropriate decision in order to deveop & simplify the process.

· Checking allotted lots.

· Quality checking of the processed data, maintaining Integrity.
Accountancy Responsibilties :

· Perform accounts Payable and Receivable responsibilities. 
· This includes paying the |Organization expenditures and Ensuring that all of the organization
Outgoing invoices to clients are paid in a timely manner. 
· This can involve contacting Vendors, Clients, Banks and Other service providers, as well as those who purchase services or products to collect payment and pay for services and products.
Others Skills: SAP FI, HTML, MS Office, MS Excel, SQL, Tally 4.5, 6.0
Personal Details: 
DOB:  9th May, 1987
Sex:  Female

Marital Status: Married 
Language Proficiency:  English, Hindi, Marathi.

Place:  PUNE
