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CORE SKILLS



· Business Development: Managing sales operations for accountability and profitability. Also strategizing the long term business directions of the region to ensure maximum profitability in line with organizational objectives.

· Client Relationship Management: Identify and manage Customers in areas of service delivery and satisfaction keeping in line with management policies and principles. Managing customer centric operations in delivery and management of training as also ensuring customer satisfaction by meeting delivery timelines through efficient service quality norms. 
· Documentation: Involving into systems study and preparation of document delivery reports on a phased manner. Creating technical content for the product manuals and intranet portals as well as streamlining information sharing between various functional systems. Writing instructions, procedures, and user manuals based upon evaluation of use case specifications, SME input and interviews.

· Operations: Defining service standards and guidelines that serve as benchmark for excellent service delivery thereby contributing towards ameliorated service revenue generation. Implementing systems, identifying and migrating systems to upgraded versions to achieve maximum efficiency during operations and spearheading process improvement initiatives. Setting up targets, SOP & SLA, setting and maintaining CTQ (Critical To Quality) / CTP (Critical to Process) targets and involvement in planning the process.

· Quality Management: Preparation and maintenance of quality management systems, reporting non conformances, identifying root causes and effectively implementing corrective actions. Mapping business requirements and coordinating in developing and implementing processes in line with the pre-set guidelines. Undertaking responsibilities of removing unnecessary procedures in processes; ensuring uniformity in process understanding at the receiving end (client’s or organization). Conducting internal process audits & process reviews for ensuring strict adherence of the process parameters/systems as per defined guidelines.  
SCHOLASTICS



1993
Advanced Post Graduate Diploma in Information Management from Uptron University. 

1990
Diploma in PC Applications, with Distinction in Structured Systems Analysis and Design [SSAD] from Computer Point, Bangalore.


1989
Bachelor of Commerce [B.Com]. Specializing in FA and Costing from Bangalore University

IT Skills

IT Skills 

Operating Systems -
Windows 2000, Windows 3.1/95/98, Windows NT, Linux & MSDOS.
Desktop Publishing & Graphics Software -   MS Visio, Macromedia Fireworks, Adobe Frame Maker, Adobe Photoshop, Camtasia Studio, Snag IT, HTML Help Editor, Microsoft FrontPage and RoboHelp
Automation Tools -   MS Project Plan
Email
- Eudora, Microsoft Outlook, Thunderbird and other proprietary mail software.
Word Processing Software: MS Word 2000, Word 97, WordPerfect, WordPro, Open Office.
Business Software
:    MS Access, Excel, PowerPoint and Lotus 1-2-3.
Work experience at KERALA ………….. Since March 2002
Self Employed  at Hometown                                                                                    From Jan 09   Documentation and Training 
· Currently involved in re-creating a prominent tourism site in Alleppey, Kerala. 

· Handled projects in areas of Business Development, Training, Documentation and Business Development. 

· Involved in several documenting and MIS projects [offsite / onsite]
· Conducting of Soft Skills and Documentation Management classes 
· Assistance in creation of several marketing campaigns and training activities  
Dimensions Fin. SW Consultancy Services Pvt. Ltd., Technopark TVM.      May 08   - Dec 08 Business Development Manager – Reporting to COO

· Responsible for creation of marketing materials, presentations and promotion activities.

· Identified Corporate / Strategic Alliance for appointment of Partners.

· Handling of marketing and promotion for two group companies (Financials & Logistics)

· Collection, Preparation and review of presentations for the group companies

· Providing marketing training to support teams 

M2 Squared SW Development and Exports (P) Ltd, Technopark, TVM          Dec’06 -Aug ’07   Senior Technical Writer - Reporting to Manager HR & Admin
· Mentored a team of technical writers for the re-construction and updating of project documentation.

· Handled secretarial duties handling corporate documentation ; reporting to CEO

· Imparted training to employees related to documentation procedures 
· Wrote & edited documents encompassing installation guides, system architecture, product overviews, user manuals and release notes. 

Transversal e Networks Pvt. Ltd., Technopark, TVM



 Mar’04-Dec’06

Assistant Manager - CRG   - Reporting to Sr. Mgr CRM and COO
· Imparted training to relating to documentation procedures & software quality policies.

· Handled Voice – Non voice chat support from head office based at Technopark.

· Involved in CMMi Level 3 efforts in Quality Team. Appointed as SQA for monitoring process and adherence 

· Planning and Staffing of large-scale documentation projects appropriately.

· Developed user, administrator, and systems documentation for various accounting, anti-virus, e-learning, medical transcription, clinic management and security management.

· Liaison with developers and managers for implementing style guides and standards.

· Scripted media briefs for promotion of the product through periodic newsletters.

Windollsoft, Kottayam







 Mar’02-Feb’04
Customer Service Manager - Reporting to COO
· Identification and appointment of a unique Dealer network all through the state 

· Imparting training to clientele and logistics & handling channel executives. 

· Worked with a team of engineers and sales specialists towards large-scale documentation, online help, presentations and training for several projects.

· Authored an accounting manual (offline & online) for the financial accounting software Windollsoft EQUAL (series of Windows based Accounting systems for traders and business houses).

· Organized Business Development tours in enhancing business throughout the state of Kerala.
Work experience at BANGALORE ……… .Oct ‘90 – Jan ’02  
Allied Technological Laboratories (P) Ltd, Bangalore, India


May’97-Jan’02

Sr. Manager Operations & Customer Relations - Reporting to CEO
· Handled Operations, Support and Logistics of countrywide operations.

· Mentored a team of five to seven technical writers, editors & training specialists for large-scale documentation, HTML, online help & training projects.

· Imparted training on popular business applications to business professionals. 

· Ensured staffing large-scale documentation projects appropriately and completed on time.

· Imparted training employees for use of documentation procedures, work flow templates & customized software.

· Developed user, administrator and systems documentation for various Accounting, Anti-Virus, Empower 2000 [HR System] and Storage solutions from Seagate Software.

· Wrote operational manual and online help for "ATL Empower 2000", a Human Resource Management system that was developed in Visual Basic 5.0 Enterprise Edition with SQL 6.0 as the backend. 

Krishna Computers Pvt. Ltd., Bangalore, India



Aug’94-May’97

Manager Customer Support - Reporting to MD & Technical Director
· Consulted with clients to determine needs and priorities in document production and technology.

· Coordinated work between writers and editors.

· Managed and coordinated freelance editors.

· Taught popular business applications to business professionals. 

· Imparted training to company employees for use of various software packages, including word processors, spreadsheets, and databases.

· Edited documentation & published desktop encompassing software manuals, multi-volume scripts for anti-virus and accounting for clientele to enhance understanding and operation of applications at their end.

· Established a successful marketing campaign encompassing creating and maintaining marketing materials such as promotional brochures and newsletters. 

Proland Software Pvt. Ltd, Bangalore, India 



Jan’91-Aug’94

Sr. Executive - Customer Support - Reporting to MD and Marketing Director
· Training on an accounting System on DOS to CA and business professionals. 

· Consulted with clients to determine their needs and priorities in production & accounting requirements.

· Handled Operations, Support and Logistics of nationwide operations.

· Coordinated work between writers and editors.

· Conducted business development tours and organized seminars to enhance business throughout South Indian States and Bombay (formerly Mumbai) in India.
Kaviraj Group of Industries, Bangalore, India



Oct’90-Jan’91

EDP Officer - Reporting to Systems Analyst and MD
· Handling computerized Accounting System, Management MIS and Inventory control.

PUBLICATIONS, TRAINING & PRESENTATIONS 

Involvement in Publications  / Technical Writing Projects
· Operation Manuals for Accounting on DOS and Windows - developed in C / 4GL.

· Operation Manual for HR System - developed in VB.

· Operation Manual for e-Learning, Digital Library & Collaboration Tools - Java / Dot Net.

· Operation Manual for MT Tools - Java, VC and Dot Net.

· Operation Manual for Security Products - VB and C.

· User Guides and Operational Manuals for Convergent Billing Solutions.

· User Manuals for Banking, Risk Banking and CRM Applications

· UAT Documents for Convergent Billing Solutions for Telecom Sector.

· Test Cases and Test Specifications for Medical Environment 
Involvement in Training & Presentations
· Corporate and company Presentations 
· Student and Corporate Trainings

· Presentation and Training during Induction Programmes for Accounting / Antivirus / Storage Management & e-Learning and Telecom. 

· Training and Presentation in Chennai [Private Institute] in areas of: 
· Requirement Analysis and Documentation Management
· Billing in Telecom Segment
· E-learning, Communication and Collaboration Suites 
· Storage and Backup Solutions (Seagate Software)
· Learning & Facility Management, DMS, Facility & Competency Management. 
· Accounting Systems in DOS and Windows environments
· Presentation for security products on DOS and Windows 
· Presentations and Documentation for STPI registration. 
CONTACT INFORMATION

Personal Details

Nationality 

: Indian.
Passport Details
: Passport No. : E2739944 Valid till: 12/06/2013
 

Present Address
: MC No. 1418, ANJANAM, First Floor, Thottakkatu Nagar,    

                                         Thangasseri PO, Kollam – 690 007
Date of Birth

: 14th May 1967.

Marital Status

: Married with two children. 

Driving License
 
: Possess valid Driving License (IDL) for Two & Four Wheeler.

All details submitted above are true and correct to the best of my knowledge and understanding. 

Sincerely

Anil Kumar.V

+91 96337 96967.

�





A multi faceted personality with several skills and management expertise in diverse IT domains (Business Development Customer Relationship Management, Documentation, Training & Operations)
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