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· 12 years of work experience. Having primary experience in Project Management Office including, work experience on PPM tools like Clarity and SAP By Design, S4 Hana, Open Air
· Hold bachelor’s degree in computer science from Bangalore University
· I am a certified Prince2 Foundation and Practitioner and Certified Scrum Master
· Good understanding of the project life cycle 

· Systematic, organized & hardworking team player with an analytical bent of mind
· Proficient in conducting Process compliance checks for various projects
· Excellent interpersonal skills, thrives in a learning-oriented environment
· Desire to excel in working with different aspects of project Management Office Methodologies
· Strong leadership skills with an ability to motivate teams in achieving targets and goals
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· Good Knowledge in Microsoft Excel and Microsoft project

· Professional Expertise in Clarity and SAP By Design Project Management tools, S4 Hana
· Good Knowledge in project Management Methodologies.

· Good Reporting skills using Power BI, MS PowerPoint
· Good knowledge in SharePoint

	Course
	School/College/University
	Year of Passing

	BSC Computers
	NMKRV College for Women-
Bangalore University
	2006

	Intermediate
	NMKRV College for Women-
Bangalore University
	2003

	SSLC
	Shantiniketana Trust school
	2001



· Engagement Management Certification – Internal to Capgemini
· Prince2 Foundation and Practitioner Certification – External
· Certified Scrum Master

Utopia India Pvt. Ltd
PMO Assistant Manager | June 2019 till date

Scrum Master :

· Managing multiple scrum teams

· Work with product owners to handle backlogs and new requests

· Manage project’s scope and timeline

· Resource and capacity planning

· Coordinate sprints, retrospective meetings, and daily stand-ups

· Facilitate internal communication and effective collaboration

· Resolve any impediments

· Ensure deliverables are up to quality standards at the end of each sprint

· Guide development teams to higher scrum maturity

· Help build a productive environment where team members ‘own’ the product and enjoy working on it

PMO Responsibilities
· Establish Project Governance Structure
· Maximize strategic and billable resource utilization
· Experienced with working in global business stakeholders and multiple IT teams in a matrix environment
· Setting up Project Management Process, Implementing Best Practices
· Liaising with QMS/ISMS/GDPR team to align the PCC processes according to ISMS standards

· Delivering Management Reports like Balanced Score card, Process compliance check, Resource Utilization, Budget Vs Actuals Reports

· Auditing the Project folders to ensure PMO documentation is well maintained

· Managing the project End to End from Initiation To Closure which includes activities like Conducting Kick off meeting, Sales to Delivery Handover, Resource Management, Conducting weekly status meetings, Tracking Actuals vs. Budget, Risk & Issue Management, Updating project Plans, Uploading all relevant documents in SharePoint
· Co-ordinate with Travel team, Immigration, IT, HR to ensure resources start on the project on the set deployment date
· Timesheet compliance management, Skill development management, Coordinating and facilitating external audits
· Conduct PMO Orientation Sessions for the new joiners

· Tracking the projects on Gross Margins and advise the Project directors if there is any impact on the Gross Margin

· Work closely with finance team for Invoice generation and submission of final Invoices to Customer finance team.

· Following up with the customers on any Pending Payments

· Working very closely with the Senior leadership team to provide updates on the Projects

· Coordinating and facilitating external audits

· Developing SharePoint lists for PMO documentation and Project Documentation
· Developing Power BI Reports for Weekly or Monthly Reports

· Maintaining Lessons Learned Library and analyzing the data

· Conducting Closure meetings once project has closed
Capgemini 
PMO Consultant | January 2013 till June 2019.

Proposal PMO (January 2016 till June 2019).
· To Gather Work order/RFQ details from the Sales Architects on daily basis and update the proposal tracker

· Analyze the work order to understand the category of the work order(High Risk, Medium Risk and Low Risk)

· Issue work orders for internal approval based on the category

· Chair Work order Review and approval meetings on bi-weekly basis

· Chair Proposal team call on daily basis

· Share Actions and meeting notes with the participants

· Follow up on the Approvals

· Once all approvers have approved, Prepare the Work order document to be issued to the Client

· Track the work order in Proposal tracker 

· Request project codes and Task IDs as soon as possible after a work order or project change is approved.
· Create Projects in EMI (Internal Engagement Management tool) 

· Monitor the purchase order inbox and track all the purchase orders

· File the purchase orders and Signed work orders in the respective project folders and inform the Finance Team and the project manager about the Signed work orders

· Arrange for M reviews (Management reviews) with the project manager and Project director

· Produce Weekly and Monthly Program portfolio pack

· Submit OTACE questionnaire (Client satisfaction) to client within a week of project completion.  Once returned, set up a Lessons Learned session, attend and document the meeting.

· Perform Resource Management activities like raising resource requests based on the requirement, assign resources to the project
· Prepare Resource forecasting report 

· Prepare PM forecast report
· Document PMO processes and update when there is a change to process

Clarity Admin (January 2013 to December 2015)

· Clarity Implementation for all Clients in the Business unit.

· Creating Internal and External resource ID’s in Clarity

· Providing required rights for the project Managers and the resources

· Setting up projects in clarity

· Creation, Maintenance and updating of the clarity project plans on regular basis
· Producing Weekly and Monthly reports as per the Client SLA

· Tracking Budget V/S Actuals using the Clarity Reports

· Running Gamma Web Interface on Weekly basis. Which is the base data for the France Finance department to do the Payroll for External and Internal employees

· Conducting Trainings on Clarity procedures for the New Joiners in the Team
· Own and maintain the daily tracker
· Allocating resources to the projects by seeking proper approvals from project managers

· Generating any adhoc reports

· To help project Managers in creating project plans
Utopia India Pvt. Ltd
PMO Lead (June 2011 to Dec 2012)
· Setting up projects in SAP BY Design

· Conducting Training and induction programs for all the new joiners

· Conducting Kick off calls with the project team stake holders during initiation of project

· Collecting the required data from the sales executives, validating the data and saving it on the project file share

· Conduct audits on projects on project management procedures and compliance guidelines

· Escalate issues, assist, consult project teams in processing change orders and work transition

· Tracking resources, budget, schedule and project performance for various accounts

· Data capturing and analysis

· Compliance Checks: Timesheet & Expense sheet Compliance, Invoicing compliance, SOW compliance, PO compliance

· Defining and implementing best project management practices including support and documentation

· Resolve support/operational issues in liaison with project managers & business group

· Project Tracking - Tracking project progress, resource utilization 

· Send Deployment notifications, Roll off notifications, and maintain a tracker separately for all the notifications

· Strong follow-ups with the Client Partners if there are any pending Change orders.
Utopia India Pvt. Ltd
Senior Customer Support Executive | October, 2007 - March 2010
· Prepare reports and maintain records of work accomplishments and administrative information, as required, and coordinate the preparation, presentation, and communication of work-related information to the Project manager.

· Client interactions regarding the project called IRI (Infinity resources inc)

· Project mainly required e-mail support for entertainment based products like DVD’s and games.
· Coach, facilitate, solve work problems, and participate in the work of the team

· Increase the customer experience by providing information on new products and services.

· Ensure adherence to prescribed SLA’s of quality, productivity and accuracy.

· Cascading and maintaining the new updates to the team.
Personal details:

· DATE OF BIRTH
:
31/10/1985
· MARITAL STATUS
:
Married
· LANGUAGES SPOKEN
:
English, Hindi, Telugu, Kannada,Tamil
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