USHARANI NAGULA
4514 portofino dr

Longmont, CO  80503
usha_nagula@yahoo.com

Ph No 303 459 5670 ®/ 303 815 6782 ©
OBJECTIVE: 

Seeking a challenging full time – administrative / customer service / IT industries assignment, either short or long-term. 

EDUCATION: 

Masters in Personnel Management and Human Resource Development – first division

· Languages : English, Hindi and Telugu 
PERSONAL SKILLS

· Strong positive attitude.

· Hardworking and dedicated to work.

· Ability to handle the situations under pressure.

· Strong organizational skills. 

· Professional telephone and e-mail communication skills. 

· Independent and detail oriented. Able to handle multiple tasks while meeting department deadlines and maintain a customer oriented focus. 
PROFESSIONAL SKILLS :
Front desk / customer service and sales skills :  Working as a front desk clerk and handling all the duties and responsibilities of this position efficiently, these duties and responsibilities are as follows:

· Interacting with the customers in regard to sales and communicating to sales personnel.

· Cash / checks handling experience.

· Handling various duties like: checking customers’ in and out, providing all kind of information to the guests, receiving phone calls and providing other services

· Responsible for completing other duties as assigned by the manager

· Responsible for maintaining a good rapport with the guests and other customers

· Keeping all records of information of the guests.
· Handling financial transactions of the company.
· Helping in preparing all financial reports and statements.
· Call centre experience confirming about the product rates and details.
Recruiting skills: Direct sourcing, name-lead generation, initial contact, scheduling and pre-screening of candidates. 

Accounting and Financial skills : Recently completed the on-line tax course.

Typing skills : 60 w.p.m

Computer skills: Microsoft Office, Internet Explorer, Netscape Navigator, Outlook, Lotus Notes, dbase and Oracle, HTML, hardward components knowledge.  
PROFESSIONAL EXPERIENCE: 

Experienced as a Test Evaluator with Kelly services – Evaluated several grade papers online for different grades.
IBM Boulder - Worked as a Technical Support Agent and IMAC coordinator since Oct’2010 – Kelly services
Duties & Responsibilities – 
Worked for AT&T helpdesk – 
· Resolving the desktop technical issues taking over the desktop control remotely.
· Troubleshooting the issues like downloading the softwares- Java versions, adobe versions, all other specific ones pertaining to AT&T users.

· Sorting out the issues regarding RSA Token, VPN & AGNS etc.   
· Applications used were Citrix, Outlook, utility recovery, phone supporting applications. 
· More focus on networking issues like 3g cards, wireless network manage & intel software etc.

· Worked on Operating systems like windows XP & Vista.  
· Downloading drivers for printer installations.  Experienced in mapping network printers too.

· Enabling & disabling the Active directories – Adding users’ email addresses to exchanges.  
· Providing the users Admin rights on their machines.
· Mapping & access to Share drives & folders.
Worked as an ID Admin -  Creating & modifying the Active Directories of various users. Enabling & disabling the Active directories.
Worked for IMAC – 
· Responsibilities are to create changes for Install, Modify, Add & Changes of all the users’ issues.
· Delegating the different tasks to all the work queues and following up with them to get done the tasks.
· Interaction with field technicians and all other work groups.
· Scheduling the appointments for the users to meet the technicians.
· Corresponding through emails/phone with the users.
· Finding out the correct work groups for particular tasks.
· Follow up on the approvals of supervisors for IMAC activities.
· Communications to Managers/supervisors of users.
GATI CARGO MANAGEMENT SERVICES -  6-7 YEARS (1994 to 2000)

Customer Service :  Worked for front office desk and customer service department as and when required – for 5 years.

Secretarial Activities :  Attending the telephone calls, corresponding to the Vice President, making travel arrangements etc.

Recruitment and Payroll :

· Computed yearly, quarterly, and monthly benefits and payroll totals for clients. 

· Coordinated orientations and exit interviews for part-time and temporary employees. 
· Completed a training program on Affirmative Action Hiring Procedures, Union Regulations, EEOC Compliances, and Labor Laws. 

Training and Development: 
· Designed an HRD intervention to improve employee performance at a local chain grocery store. 

· Conducted an in-depth analysis of the problem by performing a Needs Assessment using Organizational/Task/Person Analysis. 

· Provided recommendations to the organization by the use of a designed training program. 

Work from Home : Completed some of the work from home projects and transcribing jobs/data entry projects.
WORKSHOPS :

Recruiting Essential Sourcing Strategies Seminar/Workshop
 ACHIEVMENTS

Volunteer – Charter Schools, Colorado

Faculty meetings – helped out in interviews

