[image: image1.png]



Gulfjobseeker.com CV No: 1429578
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
OBJECTIVE/AIM:

To work in a competitive organization, where in I can utilize my skills, coupled with wholistic growth so as to achieve the Company goals in line with personal goals and excel at all times. 
PROFESSIONAL EXPERIENCE: 
I) ABU DHABI COMMERCIAL BANK – (M & M AL MENHALI AUDITING DUBAI)- June 2014 till March 2015
COMPANY PROFILE:  M & M Al Menhali is the outsourcing/subsidiary company for Abu Dhabi Commercial Bank (ADCB). 

DESIGNATION: Contact Point Verification (CPV) Supervisor/ Team Leader
ROLES & RESPONSIBILITIES:
· Being part of the Pilot process got the process transitioned and got the process on BAU
· Meetings with Business Head and Bank Team Leaders to address the issues/concerns faced by the team and provide positive solutions for the same which were taken into consideration and approved
· Organized the  process related documents, process presentation, SOP’s, process flow chart, emails drafts for the verification etc. for the clients and CPV shop
· Prepared the CPV enhancements document to get the CPV process streamlined and function smoothly
· Managed and supervisor for 6-8 staff
· Organized all the MIS Reports which included the following- 
· Daily MIS reports
· Month end MIS reports 
· Volumes report
· Process Status report
· Call evaluation & Feedback Report 
· Staff Performance tracker report
· Updates log
· Attendance report
· Preparing and sending of all above reports in a timely manner to the clients and management
· 1-2-1 and feedback for team members 
· Conducting team meetings and feedbacks for staff 
· Co-ordination and liaising with the team in ADBC acting as a single point of contact for all CPV related matters
· Ensuring all requests received are completed & sent within the agreed SLA’s

· Training and coaching for new joiners 
· Providing full-fledged floor support to the staff

· Constantly providing new ideas to improvise the CPV process

· Admin related tasks – printing CPV sheets, scanning, splitting and sending completed CPV sheets, ensuring all completed CPV sheets for the month have been filled, packed & sent to the ADCB on a monthly basis. 
APPRECIATIONS:
Appreciations received from the clients for streamlining the process and managing the process efficiently and bringing the Process to BAU. 

II) BANK OF NEW YORK MELLON INDIA PRIVATE LIMITED (February 2009 To April 2014)

COMPANY PROFILE:  BNY Mellon is the corporate brand of The Bank of New York Mellon Corporation. BNY Mellon (India) is the global financial service center focused on helping clients manage and services their financial assets, operating in 34 countries and serving more than 100 markets. Bank of New York Mellon is a leading Investment Bank of USA and provider of financial services for institutions, corporations and high-net-worth individuals, providing superior asset management and wealth management, asset servicing, issuer services, clearing services and treasury services through a worldwide client-focused team.

DESIGNATION: Training Specialist 

Projects Handled: 
· NFUM Migration- New Migration 

· TNA –Training Need Analysis –Register Servicing-Stock Transfer Team

· Conducting Induction and BAU (Business as Usual) Trainings
Roles and Responsibilities:

· Scheduling meetings and calls with the stakeholders of the Project to understand the Operational Readiness as well as support required from Training Consultant. 
· Managing the oversight functions and acting as the Point of Contact between onshore and offshore. 
· Facilitating room bookings, systems testing, phones, projector to ensure smooth transition. 
· Understanding of the current process work flow in line with the new migration. 
· Conducting systems assessment prior to training commencing and sharing the scores with the onshore stakeholder. 
· Liaising, Co-ordination and support to all the onshore trainers and stakeholders. 
· Support to staff in training. 
· Preparing, maintain the daily training activity logs and sending to the relevant recipients.
· Maintaining process related procedures which would be helpful for future references.  
· Maintaining assessment scores and progress of each staff and sharing the same with the offshore managers. 
· Observations and feedbacks shared with the respective staff and keeping managers updated. 
· Setting up weekly meetings, huddles and calls to discuss progress, issues/concerns and coming up with the solutions to the same. 
· Meeting with the offshore managers to give heads up/update with regards to the progress of the Migration. 
· Have received appreciations from the onshore managers, offshore managers and immediate supervisors for meeting the expectations and achieving the goals set for successful migration. 
· Understand requirements and set expectations and come up with a robust Training Need Analysis. 
· Meeting with the SME – Subject Matter Expert to get an overview and brief understanding of the process. 
· Identify the loopholes and come up with an exceptional plan to fill in the gaps. 
· Buddying, Shadowing with the team members to gauge understanding and comfort levels with regards to processing the request. 
· Review and analysis of the Breach logs, error logs, updates logs and exceptional logs. 
· Preparation of a surprise evaluation to gauge knowledge levels and identify training gaps and to come up with a robust training plan. 
· Post evaluation, preparation of the robust training plan to cover all the training gaps and meet the requirement of the stakeholders.  
· Have received appreciation from immediate supervisor and register servicing stakeholders for achieving robust training need analysis and helping the team improve performance and achieve the client expectations. 
· The TNA helped to achieve overall improved team performance, reduction in errors and breaches and exceed client expectation. 

· Delivering training to new joiners in the business which includes business overview, products training and systems training. 
· Getting the staff to complete the assigned CBT’s – Computer Based Trainings. 
· Conducting assessments for the staff post training. 
· Discussion of the assessment and sharing scores and feedback with the staff. 
· Conducting re-assessments if required. 
· Administration related tasks like: Rostering of new joiners, preparation of the personal files of the staff which would include personal information, assessment papers to be handed over to the business. 
· Co-ordination with new staff in case of any issues/concerns and getting them resolved. 
· Preparation of the I-SOP tracker and send to the ASLD team. 
· Conducting BAU trainings for the staff so as to keep the staff updated as well as deliver refresher trainings. 
· Stakeholder management – Holding forums with the stakeholders to identify any training needs and understand what can be done to improve client/customer experience. 
· Weekly Meeting & Monthly Meetings – Attending weekly team meeting to discuss the current state of business and have a brief understanding of the contributions of the TA L&D Team to the business. 
· Reporting – Preparing the weekly reports and tracking of overdue trainings for staff to complete and send to the business. Preparing the various MI reports which is presented to the Executive Committee. 
ACHIEVEMENTS:

· Received appreciations from Head of Training, immediate supervisors and team members for learning the new role and meeting the expectations set. 
· Appreciations received from onshore and offshore managers for effectively meeting the goals set and helping the business succeed during the involvement in the different projects. 

II) WNS NTRANCE PRIVATE LIMITED COMPANY (March 2005 to August 2007)
DESIGNATION: Senior Customer Service Executive

III) CONVERGYS INDIA PVT LTD (June 2004 to Jan 2005)

DESIGNATION: Customer Service Associate 

IV) VALLEY VIEW HIGH SCHOOL (June 2002 to May 2004)

DESIGNATION: Class Teacher for Std IVth.

EDUCATIONAL QUALIFICATION:
	DEGREE/DIPLOMA
	INSTITUTION
	BOARD/UNIVERSITY
	YEAR OF PASSING
	CLASS

	B.Com
	Vidya Bhavan College of Commerce
	Pune University
	2004
	First Class with Distinction

	H.S.C.
	St. Patrick’s Jr. College
	Maharashtra Board
	2001
	First Class

	S.S.C.
	St. Patrick’s School
	Maharashtra Board
	1999
	Higher Second Class


ACHIEVEMENTS:

· Awarded scholarship for highest marks in Economics in Std 12th.

· Awarded scholarship for highest marks in Costing in S.Y.B.Com.

· Awarded scholarship for highest marks in Business Administration in T.Y.B.Com.

PERSONAL DETAILS:
      Date of Birth

: 14th October 1983
Marital Status

: Married
Languages Known
: English, Hindi, Marathi and Konkani

Visa Status                       : Visit Visa will be converted to Husband’s Visa 
Nationality
: Indian 
Availability
: Immediate
DECLARATION: The information stated above is true to the best of my knowledge.

