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V.Jayanthi
MobileNo:9566184391/7010132173
E-MAIL :jayanthishalini1989@gmail.com

Objective:

Toworkforanesteemedorganizationinachallengingpositionand
alsotogetupdatedwiththenewskillsandtechnologiesandtoface
thechallengesinthiscompetitiveworld.

EducationalQualification:

2015-MASTEROFBUSINESSADMINISTRATION(MBA)(HUMAN
RESOURES)from MadrasUniversity(Chennai).

2010-BachelorofBusinessAdministration(BBA)from RBGOTHIJAIN
COLLEGEFORWOMAN(Chennai).

Summaryofskills:

Abilitytointeractprofessionallywithcustomersandcoworkers,
bothverbalandwritten.

Comprehensiveknowledgeoftheprinciplesandmethodsof
customerservice.

Skilledinprioritizingworkandcompletingtaskwithminimum
supervision.

Stresstoleranceandhastheabilitytomeettightdeadlines.

Curriculum Activities:
Athletics(SchoolChampion)
Sports(indoor&outdoor)
Drawing,PaintingandDesigning
Dancing
Singing
CraftshandWorking

(GotCertificatesinallthesefieldswithmedals&cups)



Computerknowledge:

Platform : Windows2003,XP.
Package : Advancesexcel&ppt&MIS
Language : BASIC
 Studying : SAPHR/HCM

WorkExperience:

Name of the
organization

TataConsultancyServicesLimited

Period From March2011toJuly2013
Designation ProcessAssociate
Clients Michaels,DeluxeCorporation
Natureofjob SCM-Logistics/Finance&Accounts–AccountsPayable,

InvoiceProcessing,P-Card

Client-Michaels:

Logisticsisthatpartofthesupplychainwhichplans,
implements and controls the efficient, effective
forwardandreverseflow andstorageofgoods&
services.

Relatedinformationbetweenthepointoforiginand
thepointofconsumptioninordertomeetcustomer
andlegalrequirements

The integration of information, transportation,
inventory, warehousing, material handling, and
packaging,andoftensecurity

Monitoring and Tracking the details of Import
Logisticscontainers

MaintainingreportsforDistributionCentreactivities
Interactionbetweenclientsforsolvingissues
Follow-upsandcoordinatingwithvendor
HandlingalltheQualityControlstrategies
ExtractthereportsandupdatethecontainerlistbyDC
UpdatelateandmovedandDeconspreadsheet
 UpdatemissingETAandExceptionreports.



Client-DeluxeCorporation:

 Invoice Processing- PostingPO Invoices, Audit
Signatures.

InvoiceProcessing-ParkingandpostingofNonPO
Invoices,AuditSignature.

PaymentOptionchanginginSAPaspervendor
requests.

Invoiceprocessing–ParkingandQC–
Posting

AdminworkforP-Card,Onecard.
100%accuracydeliverables.
SupportingtheTeam intimeofcrisissituation.
Resolve discrepantinvoices as perthe standard

operatingprocedures
Ensuringallpendingitemsareproactivelyfollowedup

forresolution
AdherencetotheSLAProductivity,turn-around-time,

andaccuracy
Reportingactivities–GenerateandupdatetheAP

reports
Provideonthejobtrainingtonewjoiners
 Addressinganyqueryorgrievancesonthepartof

vendorortheclient
 Contributing to the effectiveness ofthe team by

utilizinginterpersonalskillsto workwithmembers
effectively.

Name of the
organization

XPLOREINFORMATIONTECHNOLOGYPVTLTD

Period From August2013toDec2016
Designation HR&ClientCoordinator

Natureofjob EntireHRActivities
Coordinationwithexisting&NewStudentsRelationship
1st LevelIn to ExitLevelHandling forStudents and
EmployeesMaintainedAttendanceFiles
MonthlySalaryMaintains
HandlingEx-EmployeeVerification
HandlingCollegeCampusDrive
HandlingClientRequirementInformationDetails
HandlingFirstLevelTrainingClass



Name of the
organization

RelianceGeneralInsuranceCo.Ltd

Period Form Jan31-1-2019to01-12-2020

Designation SupportOfficer

Clients LegalClaim

Natureofjob LegalClaims-MIS(MangamentInformationSystem )/
TPCMS(ThirdPartyClaim ManagementSystem)

AllMISactivitiesgivenbyCorporateOfficeforTamilNadu
Region
PreparingCourtReceiptPendingdata’swithNEFTDetails
PreparingAdvocateBillstoprocessingthepayment
KYCverification
AwardLogmaintenanceandfollowupforprocessing
VerifyandUpdatetheSummonandPetitiondetailsinTPCMS
togeneratetheClaim No.
Verify,Scananduploadallthelegaldocuments(Petition,FIR,
RC,DrivingLicense,DischargeSummary,MedicalBills,Post
ModernCertificate,AccidentRegister,etc..)totheClaim ID
CheckandvalidatetheCourtReceipt/DepositReceipt
ProcessingthePanelAdvocateFeesoverallTamilNadu
PreparingPPTandChartformonthlyreview
FollowupalltheadvocatesforCourtReceipt(Award,Appeal
andfinalsettlement)
UpdatingproposalinTPCMS(ThirdPartyClaim Management
System)

PersonalDetails:
Name : V.Jayanthi

Father : C.Vasu

DateofBirth : 09.10.1989

Gender : Female

Languagesknown : English,Telugu,Tamil

Hobbies : Gardening, Listening Music,

Painting, Designing, Drawing &

ReadingBooks.

PermanentAddress : No.2M.,S.M.I.GFlats,
ThiruvalluvarNagar,
Tondiarpet,Chennai
-600081.



Declaration:

Iherebydeclarethatalltheaboveinformationgivenistruthtomyknowledge.

Place:Chennai

Date:

Signature
V.Jayanthi


