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	OBJECTIVE
	To acquire a challenging position in the SEO industry, to seek and encash opportunities and to put my career on a fast track to achieve my goals.

	EDUCATIONAL QUALIFICATION


	B.COM (2004)-Mumbai University

HSC (2001)-Maharashtra State Board 

SSC (1999) – Maharashtra State Board

	TECHNICAL KNOWLEDGE


	Proficiency in MS-Office, Windows OS (98, 2000, ME, XP Professional)



	WORK 
EXPERIENCE
	4+ years of experience. 
Good working knowledge of Word & Excel (generating and updating reports).

	EXPERIENCE


	Isourceworldwide (3rd June  2009 – 30th Nov 2009)
ISW is a global leader in outsourcing offering a wide range of services designed to support any business or industry.
Support Executive
Working on SEO project

Keyword Research
Off page optimization

Blog Posting & Article posting of Isourceworldwide
Website reporting in excel
Worked on 3 short term outbound IT security calling project

Worked on PDF conversion to excel 

Worked on Steel Industry Research of US

Capgemini Consulting India. 
Company Profile: 
IT services and business consultancy company.
Support Consultant   
(7th Aug 07– 31st July, 08)

(Under contract with AHC BPO Services)

ROLE & RESPONSIBILITES

· To handle the helpdesk on a daily basis of Clarity wherein users log a call for any  

     new account/project creation or editing the existing one.

· To handle the Clarity System Administration by creating projects, creating clarity

      login ids for resources(users) who will be working on these project/s, adding these   

      resources to their respective project/s, open the timesheets of these resources so  

      that they can enter their timesheets. Creating Roles in Clarity, Assignment of roles 

      to resources as and when required by projects. 

· To handle the most important part as an administrator is to give the appropriate

      rights to resources in the Project Team. To create and manage Resource Skills,  

      Resource Roles (Project Role and Primary Role).

· To solve queries or issues those are related to Clarity and Open Workbench.

· To help Managers for creating the Work Breakdown Structure Definition (WBS), 

      assigning Resources to Projects, to create initial schedule in Open Workbench.

· Creating Customized Views in Open Workbench using the Project Data from         

      Clarity Server.

· Updation of the Tools Usage Index excel sheet on a weekly basis which gives the  

     actual usage of the tool by the projects.

· Documented the process as per the new changes and methods.
· Documented the SLA time frame of process
Achievements
· Received many appreciation mails from Onsite Managers/Co-Ordinators; 

Sr. Managers; Project Managers; Team Leaders; Project Administrator; 

Team members.

Hewitt Associates. 
Company Profile: 
Hewitt Associates is a MPHRO (Multi Process Human Resource Outsourcing) and consulting firm.
Back Office Associate – (3rd April 2006 to 3rd Aug 2007)

Client:  McKesson (US)
The above position requires me to support in the back office operations of the Learning & Development Team.

ROLE & RESPONSIBILITES

· ‘Queue’ management; optimize productivity & maintaining the Service Level Agreement for the Learning Activity Course/Class Management, Registration Management, Materials Management, and Evaluate & Update Management.
· Keeping a track of Materials, which were supposed to be delivered to specific locations for specific classes. 
· Validating /updating feedbacks and evaluations of the students who attended the training session.
· Quality check for the process like Learning Activity Management, Materials Management, Evaluate and Update Management.
· Resolving Service Requests/Escalations.
· Handling & Updating LMS reports in excel.
· Daily interactions & communication with the client.
· To be adaptable & flexible to meet client requirements.
· Ability & Initiative to assist Team Leader & Manager in Administrative role as & when required.
Achievements

· Received Team Synergy Award for the best performance of the Team.

· Received an experiencing certificate for demonstrating willingness to put in extra hours of work to meet client deliverables.



	
	CRISIL LTD.

Company Profile: 

CRISIL is India's leading Ratings, Research, Risk and Policy Advisory company.

Associate (8th Nov 05 to 31st Mar 06)


The above position requires me to Support the Finance & HR team.

ROLE & RESPONSIBILITES

· Preparing Offer Letters and Appointment Letters for the new joiners.

· Handling Personal details of the Employees.

· Preparing Service Certificate, Acceptance of Resignation Letter.
· Coordinating with new Joiners and to help them with Joining Formalities.

· Handling & Updating Employee details in the system (Lotus Notes).

· Handling Employee Quires for personal details updating in the system.

· Preparing monthly reports of new joiners.

· Supporting Compensation Department in various process like entering Salary structure for new employees, Bonus Computation, Employee Declaration.

· Assisting Manager in Administrative role as & when required.
· Publishing Financial News like Money Market Reports, Equity Reports, Commodity Reports &

       Mutual Funds Reports through the Internet.

· Publishing Quarterly Earnings of Nifty and Non – Nifty Companies.

· Publishing reports of stock outlook on industries like Pharma, Automobiles, Oil, Banking, Steel

       etc.

· Updating media links which contains Important News which is viewed by Business Standard,

       Economic Times, Financial Express etc.

· Preparing MIS for daily NEWS in excel
· 

	LANGUAGE 

KNOWN
	English, Hindi, Marathi & Tamil.

	STRENGTHS
	Good Communication Skills, ability to work as a team, planning, handling and managing events.

	OTHER INTEREST
	Making friends, hearing music’s, hiking and trekking.


	BELIEVE IN THE PRINCIPLE OF
	Clear Vision, Hard Work, Iron will, Strictest discipline.


