Name : Mr. Prabha.Divakaran.Nair


Name           - MR.PRABHA.DIVAKARAN.NAIR 
Email Id: prabha_33@hotmail.com;
Gender                                    :     Male

Marital Status


:     Married
Contact Details

:     9004862035 / 7798240182
Address


:     C/o K.Divakaran, C/403, Ramayan Nagar, Ulhasnagar-                      

                                                     421003.
Corporate Trainings:
Participant:
Attended Advanced Excel crash course Training in Tata Consultancy Services (2009)

Participant of PowerPoint Training sessions in Tata Chemicals (2013)

Also was a participant of Advanced Excel course Training in Tata Chemicals (2013)

Partipated in annual TE meet of Tata chemicals

Tutor:
Trained Advanced Excel & Powerpoint to Zonal Sales Managers of Tata chemicals

Achievements and Accomplishments:

Provide Corporate Lectures of Advanced Excel and PowerPoint to Computer Institutes 

Appreciations:

Appreciated for MIS related work

Certifications:

Certified in VBA and macros from recognized firm.

Certified in Advance Excel Crash course

Skills:
· Typing Speed: 40 wpm

· Strong organization and analytical skills.

· Excellent interpersonal skills, office etiquette and phone manners. 

· Knowledge of All Windows operating systems, Microsoft Word, PowerPoint and Excel

· Interdepartmental Coordination

· Internet Research 

· Knowledge of Excel, VBA and Macros, Advanced Excel,Ms access.
· VBA coding Knowledge, and expertise in Excel Macros.
· Knowledge of PowerPoint Presentation
Deep Knowledge on Powerpoint concepts like Master Slides, Custom Slides, Linking a Chart with PowerPoint
ACADEMIC QUALIFICATION:
· Graduated  in  Commerce  From  Mumbai  University  in  the  year  2002

· H.S.C From Mumbai University in the year1999.

· S.S.C From Mumbai University in the year 1997.

· Completed Excel Crash Course from a Renowned University.

· Completed Tally Course

· Successfully completed Typing Course which is govt. Recognized
· Attended Advanced Training Excel course in TCL
PERSONAL DETAILS:

· Date of Birth


:     18th Dec. 1980

· Nationality


:     Indian

· Medium of instruction

:     English Medium

· Languages known


:     English, Hindi, Marathi, Malayalam

· Computer Knowledge

:     Well versed in Ms-word, Excel, Powerpoint & Internet
WORK EXPERIENCE:
· Company name : Moscow Agency  (2003-2008)
Designation: MIS and Admin Co-ordinator
Job Profile: 
· Liaisoning and followup with different Agencies with regards to pending payments
· Interaction with different Organisations.
· Preparation of MIS report Dashboard regarding outstanding payments and Factors with relating to day to day presentations.
· Co-ordination with the concerned manager with regards to different Sales and Purchase reports.
· Maintaining Sales and Purchase reports
· Ad-Hoc reports extracted with regards to Sales made by different Sales Representative.
· Examination of different Customer reports and the progress of Sales. 
· Tata Consultancy Services ( 2008 – 2010 )

Designation: MIS
Job Profile:

· Preparing Minutes of Meeting and complete day to day MIS
· Looking after Complete Allocations of Associates for a Particular Project.

· Provide administrative/secretarial support for the department/division, assisting visitors, and resolving and referring a range of administrative problems and inquiries. 
· Establish, maintain, and update files, databases, records, and other documents; develop and maintain data, and perform routine analyses and calculations in the processing of data for recurring internal reports.
· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which coordinating travel as well as accommodation arrangements.
· Establish, maintain, and update files, databases, records, and other documents; develop and maintain data, and perform routine analyses and calculations in the processing of data for recurring internal reports.
· Worked with TCS Internal Projects called Saudi Telecom Company and Cisco.
· Preparation Daily Head Count Reports in Excel from the TCS Internal Software called Ultimatix. (Includes other Misc reports too).

· Handling Visa Procedures for IT associates going to Onsite.
· Handling general Admin/Housekeeping/Security.

· Preparing MIS and Documentation.
· Interaction with other branches of TCS
· Vendor Management.
· Expense Management.
· Teamlease Staffing Solutions Pvt Ltd (2011 – 2012)

Designation:  HR (MIS)
Job Profile: Worked as a Core employee 
· Worked as a Co-ordinator in Client Location named ICICI Lombard (Prabhadevi Location)
· Coordination between client and employees and solving the concerned queries.

· Maintaining a complete MIS of Monthly Attendance which includes New Joiners and Resigned employees.
· Maintaining Master Data of Attendance MIS

· Maintaining Provident Fund documentation and solving queries in regards to settlement of the same of concerned Employees.
· Maintaining database.
· Co-ordination in regards to ESIC queries.
· Solving concerned issues in regards employee escalation to Top Management by interacting with the employee.

· Preparing reimbursement Excel and follow up till the closure of Fund transfer from client.
· Tata Chemicals Ltd (2013 – 2015) as Mis Executive
·  Preparing daily / fortnightly / monthly MIS.
·  Preparation of Primary Consolidation for both Primary Sales and Secondary Sales once in a Month and updating the figures as and when required by HOD.
·  Handling New distributor Files and Co-ordaining with concerned officials for creating SAP CODE.
· Co-ordination with Accounts dept.and ZSMs as and when required for various MIS reports.
·  Extracting Reports from SAP as and when required for various MIS purposes.
·  Interacting with Sampark team and giving feedback to them for Enhancement of the Sampark software, which will further help them to give better services.
·  Preparation of MIS report for a better analytical view of Sales figures which gives better overview to concerned Departmental Head.
·  Assisting the Sr.Manager (Sales Operation) and National Sales Manager on the following aspects:
· Daily preparation of MIS formats and Changes as per the requirement.
·  Daily Sales Dashboard Preparation
·  Preparing MOM’s and PowerPoint Presentation of concall meetings with Sampark team also daily upgrading it.
· Daily Follow-ups with ZSM’s for various and Consolidation of different MIS report as per requirement.
· Consolidation of Rolling Sales Plan every month.
· Consolidation of Travel Plan every month.
· Updating Stock Statement as and when required.
· Preparing Reports and Dashboards instructed by HOD.
· Analysis of Sales figures (Primary and Secondary)
· Emphasis on certain aspects of reports which is required by Management.
· Preparing PowerPoint Presentations as and when required.
IKS Healthcare (2015-tilldate) as Senior MIS Executive
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