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Career Objective                          
                                                                                                                        __                  __ _                                                                                                                                                                                                                            
To take a challenging role on business operations as an executive and give efficient and effective solution that would help the organization to achieve the best solution in business which would increase its productivity in market.
Professional Experience                           
 
 

Current Organization
    : RR Donnelly Private Limited

Period


    : 19th October, 2011 – 6th September, 2019.
Job Title

     : Research Analyst
Roles and Responsibilities:
· Performed administrative, analytical and customer service duties in support of the benefit

· programs.

· Assist employees and HR representatives at each location to help resolve benefit problems at

· all U.S.locations.

· Assist in day to day office related matters and may assist with HR related duties 

· Assist with HR projects to include meeting organization, training coordination.

· Assist Manager with refrence checks for pre-employment process. 
· Team Management and QC- Checking & Data Base Maintenance.  

· Maintenance of Research Data Ware House and Research on Demand Process.  
· To work on the Readership Reports & Touch point’s data’s using PowerPivot, Compass, SQL & Cube.
· Creating SQL queries to run the reports and modifying the data base of the report.
· Formatting the reports using various applications & SQL, RL, RDR data base maintenance.
· UAT Testing on the Compass Applications which are used by Analyst in Banks.
· Conducting Con Calls with Clients and Analyst regarding changes and updates weekly.
· Six Sigma standards used while QC the documents which are sent to clients.
· Cutting and submitting M-calls in the data base and in the Stock market sites.
· Creation of Reports related to stock market survey globally and publishes it in stock exchange sites.   
Previous Employment:
Previous Organization
    : Steria India Private Limited
Period


    : 29th November, 2010 - 09thAugust, 2011.
Job Title

    : Process Assistant (Process Executive)
Roles and Responsibilities:

· Maintenance of Accounts Payable Compliance and Grievance Process.  

· Returns and Payments are entered using SAP.  
· Recording the enquires calls from the Lloyds bank customers and checking their payments.  

· Managing the Cancellation and Fault’s on delivery of products.

· Conducting regular calls to update the daily and weekly changes in AP.
Previous Employment:
Previous Organization
    : MOBIUS Knowledge Services

Period


    : 28th October, 2008 -16th April, 2010.
Job Title

    : Junior Analyst (Transition Project Management)
Roles and Responsibilities:

· Report to the client and Delivery Head on the project status and project plan.

· Created a system that monitors assimilation and quality of work and integrating various systems and delivering output as per customer DB Structure.

· Securities master data – Collection of securities data from various sources and tracking their performance and determination of corporate linkages for a given entity and tracking their status time to time.

· Prioritized outstanding defects and system problems, ensuring accuracy and deadlines were met.
· Client engagement in requirement gathering and in coordination for the future delivery of the projects and to meet the ad-hoc operational requirements.
· Preparing development reports and project status documents and using various applications  to capture  the data 
· Determination of Market value of the firm by using the stock price fluctuations.
· Market research for macro-economic report for particular industry growth rate.
Education                                                                                                              
 
     

· PG- MBA (F&M)-2008-Thangavelu Engineering College, IT-High way, karapakkam, Chennai-first class.


· UG- B.com (Corporate Secretary Ship)-2006-KumaraRani Meena  Muthiah College of Arts and Science, Adyar, Chennai-first class.
Internship Projects                                                                                                              
    

· Study is based on the special features mutual funds & its investment details of SFL-Sundaram Finance LTD-Chennai (1 month)-2004, (as trainee).

· Study on the secretarial department functions, office management & overall performance of TAMIN-Tamil Nadu minerals Ltd-Chennai (1 month)-2005, (project & trainee).

· Study on the training process in the HR department in BEL-Bharath Electronics Limited-(1 month)-2007, (as trainee).

· Study is based on the financial relation with education industry in DCL-Digiterati Consultancy PVT Limited-(1 months)-2008, (project & training).

· Study on the financial performance of TEX –Bio Chemicals Limited-(3 months)-2008, (project & training)
Technical Skills                                                                                                                           
 

· MS Office Tools – MS Excel, PowerPoint, Access, Word, PowerPivot.

· SQL , Cube & SAP ( fifo)

I declare that the above- mentioned details are true to the best of my knowledge.

Place: Chennai.

Date:







                                                      
GIRI RAJA.U.M
