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S.PRIYA

OBJECTIVE

 LookingforaChallengingopportunitywhichcanextractmyskillsandexperience
toleadateam oraproject.

EDUCATION

 B.A.(English)correspondencesinMadrasUniversitywith60%passoutJune
2005.

 HSCpassedoutwith68%from St.SavioMat.Hr.Sec.School,inMarch
2003.Velachery,Chennai.

 SSLCpassedoutwith75%from St.SavioMat.Hr.Sec.School,inMarch
2001.Velachery,Chennai.

TOTALYEARSOFEXPERIENCE

 15Years

ACHIEVEMENTS

 RankedfirstinthecommunicationtrainingconductedbytheSOULteam.
ThroughHamhurstuniversityLondon



 ReceivedPlatinum Awardforcompleting5yrstenurityinSutherlandat2012

 ReceivedPlatinum Awardforexcellentperformance“ExtraMilerAward”forthe

MonthJan2011.

 Received“Bestperformer”AwardforthemonthofJan2013

KeyStrength:

 ExcellentCommunicationandCoordinationSkills

 Goodphoneetiquette

 ProvenAdministrativeandOfficeManagementSkills

 Flexibleandadaptableinnature

 ExcellentInterpersonal,TeamworkandLeadershipSkills

 Displayedstrongworkethics

 Abilitytoorganizeworkandhandlestress

 GoodorganizationalandtimemanagementSkills

 “GoGetter”Attitude&aPositiveThinker

 Basiccomputerskills

 Flexibletocompany’srequirement.

CoreCompetencies:

 Guidedandtrainedtheteam membersonhandlingthecallsandaddressingemployeemail

queries.

 Handledandsolvedtheescalatedissues.

 Handlingmyteam membersintheabsenceofmyleader.

 Abilitytorespondpositivelytoachangingenvironment.

 Selfmotivatedteam player.

 Abilitytodisplaygoodproblem solvingskillswhilemakingdecisions.



 Abilitytoguideteam memberswithstrongorganizationalskills.

ProfessionalExperience:

CentreforUniversalHealthCareTrust.(2003to2004)asAdminAssistantandWomen’sCo-ordinator.

Responsibilities:

 Overallinchargeforwomen’sself-helpgroup.
 ConductingawarenessprogramsinVillages,Schoolsandcolleges,especiallyonenvironment,

childeducation.
 ProvidingWomen’sEmpowermentTraining.

NetvisionCybertechPvtLtd(2004to2005)asCustomerSupportExecutive.

CustomerSupportExecutive(VoiceProcess)with EarthLinkand PeoplePC-Process– 12 months
ExperienceinprovidingsolutionstoUSCustomers.Providingservicetocustomersfrom India.

SUTHERLANDGLOBALSERVICESPVT.LTD.(PRESENTEMPLOYER) [SinceNov

2005–tilldate]

SutherlandHelpDesk&FacilitySoftServices(SinceJuly2006–tilldate)asSrSpecialistatSutherland
GlobalServices.

SutherlandHelpDesk-RolesandResponsibilities:

Providingsolutionstoprogramsinoperationslike,HRrelatedissues,Attendance,Logistics,Admin
related,technicalissues,etc…SutherlandGlobalservices,Chennai

Providingsolutionsontransportrelatedqueriestotheemployeesandprogramsthroughcallsandemails.

Leadthetransporthelpdeskteam andensureemployee’sissuesarebeenresolvedwithinstipulated
time.

Assupervisormanagingteam toensureticketiscreatedforconcernsraisedandfollowupisbeendone
toensureissueresolved.

Conductsafetyawareness/trainingsessionsforDriversandemployeesseparatelytocultivatebest
safetypractices.



ConductweeklyVehiclefitnessandcompliancechecksandensureEmergencycardsareplacedinallthe
cabsbehindthedriver’sseat.

Conductweeklydriversmeetingandreiterateonthetransportationnormsandsafetymeasurestobe
adheredonwheels.

Ensuremaximum numberoflogisticsstaffsisdeployedduringBCPsituationstosupporttheprogram on
transportoperations.

ConductmonthlysafetyawarenesssessionsforalltheemployeesacrosstheChennaigeosandpublish
thereporttothemanagement.

Publishmonthlyreportsongrievancefeedback,L4chargebackpolicy,complainttracker,ladyemployee
noshowreport,specialcabreport,SMSaccuracyreport,ladyemployeeescortreporttothemanagement.

ConductmonthlyhelpdesksessionsforemployeesacrosstheChennaifacilitiestovoiceouttheir
queriesontransportationapartfrom callsandemails.

PrepareMOM andpublishtothelogisticsmanagementsonthemeetingandtrainingsessionsconducted.

PublishPANINDIAontimecabarrivalreportondailybasistotheseniormanagement.

Monitorthecallshandledbythetransporthelpdeskteam andprovidefeedbackontheareasof
improvement.

MonitorthecallqueueusingACDQUEsoftwareandpublishreportsonthetotalavail,login,andAUX
hourstothereportinghead.

Analyzeandaddressreplyemailstotheprogram ontransportrelatedqueriesbyusingspecializedemail
softwarecalledTalisma.

Design,create,implement,modify,maintainandsupportexistingreports

PrepareRFP(Requestforproposal)documentsregardingtransportationbycoordinatingwiththelegal
team.

AddressprogramsandSDandoperationteam concernpertainingtoLogistics.

Projectingtheplanning,analyzingandstudyingsoftwareforimprovementandfuturerequirementsof
logisticsteam.

DevelopAnalysisReportonServicedeliveryfeedbacksandidentifyareasofimprovementwithregardsto

transportoperations..

Co-ordinatewithFinanceteam andraisePurchaseorderandSRN requestforvendorserviceson

transportationandadministration.

PreparetheBiYearlypresentationonlogisticsTeam andindividualperformance,revisedpoliciesand



proceduresfortheInternalQualityAudits.Representtheteam duringtheInternalQualityAudits.

IndividuallyconductNewRecruitsInductionProgram.Haveconducted82InductionProgramsinthelast
14years.

SutherlandFacilitySoftServices–RolesandResponsibilities:

 Housekeeping
 Security
 PestControl
 Cafeteriamaintenance
 ManManagement
 Mailroom operations
 Conductregularauditonstores
 Takingcareofinternalcompliances
 Ensurefacilitymaintenanceandupkeeponanongoingactivity.
 Directing,coordinatingandplanningessentialcentralservicessuchasreception,catering,mail,

cleaning,andrecycling.

IntuitProgram (VoiceProcessFrom Nov2005–June2006)–SutherlandGlobalServices–Experience
inprovidingCustomerServicetotheUSCustomers.

CustomerSupportExecutive(VoiceProcess)withIntuitProcess– SutherlandGlobalServices– 8
monthsExperienceinprovidingsolutionstoUSCustomers.Providingservicetocustomersfrom India
anddoneonlinesalesofcheques,invoices,envelopes,Taxformsetc.

TechnicalEnhancementsBroughtAboutintheTeam

PilotTeam MemberintheImplementationofLOGEMS(EmployeeTransportscheduleuploadsoftware).

DevelopedIroZandLOGEMSsoftwareaccordingtoworkrequirementformoreefficiencyand
optimization.

SPOCforgettingshiftschedulefrom allservicedeliveryfunctionsandcoordinatewiththefacility
logisticsteam andarrangecabsaspertheprogram requirement.



HOBBIES

 Dancing

 ListeningtoMusic

PERSONALDETAILS

 Father’sName :R.Sunderajan

 Mother’sName :S.Meenakshi

 MotherTongue :Tamil

 Nationality :Indian

 LanguagesKnown :Tamil,English,andTelugu.

 AlternateContact# :9940502382.

 Residence# :No:36/29,5thmainroad,Gangainagar,Velachery,Chennai-

42

 PermanentAddress :No:36/29,5thmainroad,Gangainagar,Velachery,Chennai-

42

DECLARATION

Idoherebydeclarethattheparticularsofinformationandfactsstatedhereinaboveare
true,correctandcompletetothebestofmyknowledgeandbelief.



Place:Chennai Signature:

Date: Name: S.PRIYA


