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Objectives
To utilize my skills towards a challenging career in a growth oriented and leading-edge organization, that recognizes the values of my contribution and promises continuity in my growth and advancement. My real strength is my attention to detail.

Key Skills

MS Office 2013
:
Word, Excel, PowerPoint & Outlook
Lotus Suite
:
Lotus Notes 9.0
Professional Experience
Worked with ABizcon Contract Services & Consulting Private Ltd. from Oct 2018 – July 2019

ABiz Corporation, together with its Indian subsidiary, ABizcon Contract Services & Consulting Private Limited (together “ABiz”) is a premier contract, commercial management and consulting services company that takes pride in providing cost-effective, 
high-quality, innovative and secure solutions for its clients. With offices located in the U.S. and India, ABiz Corporation can provide a full scope of cost-effective and high-quality services which range from extremely sophisticated consulting services to a variety of contract management services which span the entire contract lifecycle.

Responsibilities as an Office Manager

-
Preparing Productivity and utilization report of the employees

-
Tracking the employee's attendance and leave tracker

-
Maintaining the asset inventory tracker for employees and company assets

-
Collating and sharing the new joiner documents for BGV

-
Interacting with vendors to organize office supplies

-
Preparing reconciliation tracker after comparing it with the bank statement

-
Organizing spa services for employee's wellbeing

-
Preparing process documents for new joiners

-
Booking cabs for the leaderships based on their travel plan(s)

-
Preparing a quarter-based report, based on the utilization of resources

-
Organizing the laptop for new joiners by formatting, installation of s/w, configuring outlook mailbox

-
Preparing the KPI (Key Performance Indicator) report on a monthly basis

-
Performing security audit on all laptops weekly and fortnightly

IBM India Pvt. Ltd

May 2002 to March 2017
Worked with Solutioning Operations team from May 2016 – March 2017
Responsibilities as a Compliance Lead
- 
Interaction with SWB helpdesk to clarify granular issues

- 
Adhered to the process of Non-Compliance in sending out mailers

- 
Fortified a good resonance with the technical team to clarify granular issues on my day to day activity

- 
Skillful in learning new technical things with-in short span of time to reduce my daily work

- 
Proactive measures taken by interacting with SM (Solution Manager) or SSMs (senior Solution Manager) to close the non-compliance deal/s
- 
Regular participation during the calls and taking inputs on the hygiene factor

- 
Understanding the processes and delivering error free deliverables

-
Preparing a detailed flow chart and process document for new joiners in the team
- 
Transmitting regular updates with regards to non-compliance deals to service line leaders in timely manner

- 
Fortified a good rapport with the technical team and getting the SQL queries fixed

- 
Regular updates on the deals with certifiers/approvers in the tracker file

- 
Periodic checks on the SWB tool and sending out mailers to approvers / certifiers to certify on the tool
-
Worked closely with the Project Manager to clarify granular issues related to SWB tool

- 
Updating and maintenance of public distribution lists from head count DB
Worked with Development Support Team (DST) from Jul 2013 – April 2016
DST provides optimized, end-to-end Development & Test solutions tailored to individual team needs. Hosting environment via Cloud Computing and Traditional Infrastructure offerings.

Responsibilities as an Engagement Manager

-
Regular participation during the weekly pipeline meeting and taking inputs on the hygiene factor

-
Delivered error free deliverables to our internal and commercial clients

-
Worked closely with the Project Manager to clarify granular issues related to the Document of Understanding
-
Providing periodical (monthly) reports on BT-IT & L&K to the Project Manager after regular updates on Document of Understanding
-
Adhered to 100% in providing quality reports on or before the given stipulated time

-
Extensively sharing of knowledge through one to one discussion with new team members on granular queries

-
Maintained a questionnaire on requests raised by clients to provide error free costing details
-
Interacting with solution designers and SMEs to get the solutions done for client’s

-
Rigorous follow-up with the PMs in terms of approving the Document of Understandings for a smooth billing

-
Scheduling one to one discussion with project technical lead, SMEs, networking team along with client in understanding their requirement

-
Working closely with the technical team members to have the queries addressed

- 
Worked on requests received from countries like China, Japan, Dubai, Australia, Singapore on rational tools for costing
- 
Raising tickets to decommission servers after the trainings are completed, for the better usage of cloud storage
- 
Fortified a good rapport with the technical team members, Team Lead and Project Manager in clarifying granular issues

Worked with Learning & Knowledge team from Oct 2011 – Jun 2013
Responsibilities as a Delivery Manager for Mainframe trainings

-
Fortified a good resonance with the team members to clarify granular issues for my day to day activity

-
Regular follow-ups with vendor to close the training requests
- 
Preparing the process document and taking through them to the new joiners

- 
Understanding from the PM on new resource for expansion of team and interacting with procurement (get list of empaneled vendors) and vendor to hire new resources

-
Shortlisting profiles after conducting interview with senior SMEs 

- 
Raising the requests for new resources on the tool and follow-up with higher management for approvals

- 
Budgeting of new resources (end to end) based on the requirements of Project Managers

- 
Onboarding the new resources by following the documentation process as per IBM HR norms and security team
-
Maintained high quality of deliverables by using the pre-defined approved budget

- 
Skillful in learning new updates with-in short span of time to reduce daily work

- 
Achieved more than 85% of utilization of internal venues across locations for saving cost
- 
Strictly adhered to meet 90% of the class size for all scheduled trainings

- 
Successfully closed 90% of the training requests raised in every quarter

- 
Jotting inputs on the hygiene factor during weekly calls

- 
Generating reports of online trainings undergone by employees and submitting on weekly basis to the management

Worked with Communication Sector from Feb 2011 – Sep 2011

Responsibilities as an Operations Lead

- 
Maintained high quality of deliverables by using the pre-defined templates

- 
Actively contributed by supporting to Project Manager and Ops analyst on ILC delinquency
-
Preparing a detailed flow chart and process document for new joiners in the team
- 
Achieved the required resource utilization % at organization level and portfolio level by have continuous follow-ups till closure

- 
Extensive knowledge of MS-EXCEL reduces time in generating reports on utilization

-
Actively monitoring HPAT tool to ensue on the wrong tagged of resources under PAL

- 
Providing periodical (monthly) reports on sector governance framework to the PAL after interaction with respective PMs

- 
Regular follow-ups to close the delinquency and claim waiting hours on weekly basis

- 
Adhered to 80% in providing quality out of pocket expense report on or before the given stipulated time

- 
Working closely with the Business Finance team to have the out of pocket related queries addressed

- 
Regular participation during the weekly meeting and discussing about the hygiene factor to be maintained by the PMs
Worked with Groupware Pool, from April 2010 – Jan 2011
Responsibilities as a Customer Support

- 
Successfully delivered the deliverables in the given stipulated time with 0% delinquency to the clients

- 
Maintained high quality of deliverables by using the pre-defined templates

- 
Sending data on average user counts of the database on quarterly basis

- 
Received appreciations from the clients, offshore users and team lead by delivering quality deliverables and 0% delinquency.

- 
Proactively monitoring the synchronization between the Lotus Notes RETIAIN tips database and web RETAIN tool

- 
Actively monitoring the access registration form of IBM RETAIN tips and ECAs database

Worked with the Rational PM level 3 team, from May 2006 – March 2010
Responsibilities as a Customer Support

- 
Ensured defect tickets are raised at the right time and keep the user posted periodically on the updates till the logical closure

- 
Built up a good rapport with the team members and Project lead in clarifying application queries

- 
Providing periodical (monthly) reports on tickets based on severity to PL

- 
Process adherence of 90% in raising SQL tickets pertaining to the defects received from the software group

- 
Maintained high quality of work by using the pre-defined templates made available on the tool

- 
Worked flexibly with users in resolving the issues through net-meeting as per their time zone

- 
Contribution in providing functional tips on Rational Portfolio Manager to the deployment team

Worked in the Learning & Knowledge Team, from March 2004 – April 2006
Responsibilities as a Training Manager
- 
To ensure the Training program is carried out as per their request

- 
Ensure error free training is delivered and sharing a detailed report to the requestor by having a interim check done

- 
Co-ordinate with external instructors & Vendors with regards to training request
- 
Understanding from the Project Manager on new resource for expansion of team and interacting with resource management team to hire new resources internally
-
Shortlisting profiles after conducting interview with senior SMEs 

- 
Raising the requests for new resources on the tool and follow-up with higher management for approvals

- 
Budgeting of new resources (end to end) based on the requirements of Project Managers

- 
Onboarding the new resources interacting with the vendors and internally with IBM HR and security team
-
Preparing a detailed flow chart and process document for new joiners in the team
- 
Interact with internal department head for an SME in knowledge sharing to the IBM fellow
- 
Handling graduate or lateral hire training programs in the organization

- 
Maintain graduate or lateral hire records like (training details, attendance, test scores, feedback, send performance reports to their respective Managers, Competency lead and RDM)

- 
Taking care of classroom infrastructure (installation of OS, lab setup for trainings, updating virus patches, all security compliances)

Worked with India Learning Center from May 2002 – Jan 2004
Responsibilities as Training Coordinator
- 
Coordinating for logistics and venues for ASEAN meetings, BOV (induction program for new joiners), Talks & Soft Skill Training

- 
Coordinating with Procurement in releasing POs & Finance on payments for the vendors

- 
Organizing videos & dispatching IBM learning CDs to all IBM locations

- 
Responding to queries on voice and mails. Parking softcopies of tech talks on database

- 
Reporting data in monthly & quarterly basis on exports and non-exports groups (using Lotus 1-2-3 and BRIO (tools used by ASEAN))

- 
Extracting data from Global Campus website and report same to ASEAN

- 
Issuing books / magazines / journals / learning CDs, maintaining stock of books, sending reminders on over dues, procuring new books required for project needs, cataloging books, updating notice board with relevant information

EDUCATION

• Diploma in Computer Science & Engineering, R.J.S. Polytechnic, Bangalore (1994 – 1997 year of passing 1999)
• S.S.L.C., Miranda English High School, Bangalore (year of passing 1993)
APPRECIATION RECEIVED

- 
Received an appreciation for the best performance and got promoted to higher band/rank in 2014

- 
Received “Among the top contributors this year” with top rating in 2012

- 
Received “A solid contributor” with top rating in 2010

- 
Received a major appreciation from Tony DeBellis (Application owner) to L3 support for the best performance and been promoted to higher band/rank in 2008

- 
Appreciation from Level 3 Team Lead in resolving unusual login errors in Rational PM

- 
Appreciation from the customers in resolving the issues through net-meeting as per their time zone

AWARDS RECEIVED

- 
Received a BRAVO award for contribution as a team member in Rational PM deployment a success in November 2006

- 
Appreciated with award for an outstanding performance in Learning & Knowledge team in October 2005

PERSONAL DETAILS
Passport Details
:
M 5211946 (valid until 11th January, 2025)

Nationality
:
Indian
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