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Email:yyy@gmail.com
Phone.No:zzzzzz

CAREER OBJECTIVES :
· Technically skilled Excel Data Analyst to provide data cleansing support and validation of data for use in presentations, metrics, and reporting of information.
· Professional with 10+ years experience as a data analyst, providing support in the areas of project coordination, data analysis, and metrics reporting.
· Able to translate business needs into complex analysis designs and recommendations. Able to perform complex multiple tasks while insuring seamless support of the overall project timeline.
· Extensive experience using data cleansing techniques, Excel pivot tables, formulas, and charts. Strong communication and customer service skills.
· Strong end-user computing skills (Excel, SharePoint, Power Point, Word).
WORK EXPERIENCE :
1. Excel Data Analyst
Company Name, Location - March 2016 to Present 
Responsibility :
· Review and provide inputs to study/project documents
· Ensure timely and high quality delivery of data management deliverables
· Provide status reports to the client, internal management as required
· Support QC/QA processes of the program.
· Provide input to resources, timelines as required.
· Mentor the team and provide guidance for assigned work; review in detail and analyze the work done and give feedback based on their performances.
· People management and resource/work allocation.
· Lead discussions of process requirements and planning
· Ensure process milestones are met according to agreed quality.
· Provide inputs to process strategy.
· Act as primary contact for all process management problems, issues and questions from study teams and be responsible for issues resolutions.
· Provide regular feedback to direct reports and perform RCA (Root Cause Analysis)
2.Excel Data Analyst
Company Name, Location - November 2014 to February 2016
Responsibility :
· Extensive data cleansing and analysis, using pivot tables, formulas (v-lookup and others), data validation, conditional formatting, and graph and chart manipulation.
· Facilitate program and project meetings.
· Maintain Statement of Work and Resource Allocation Trackers.
· Help remediate Vendor Statements of Work.
· Submit Statements of Work into Contracts database.
· Budget and forecast tracking and variance analysis.
· Work with Finance on accruals; perform general back-office support for Project Managers.
· Prepare and facilitate weekly PMO meetings.
· Captured meeting decisions and content into Excel based tracking logs.
· Conduct quality assurance activities regarding data migration and folder permissions.
· Adhere to and communicate Records Management procedures to customers.
· Perform SharePoint administration for team.
3.Excel Data Analyst
Company Name,Location - May 2012 to September 2014
Responsibility:
· Create reports and metrics, present them convincingly, facilitate required discussion, and drive superb execution of such reports.
· Facilitated program and project meetings.
· Maintain Statement of Work and Resource Allocation Trackers.
· Helped remediate Vendor Statements of Work; conducted follow-up with project team members to ensure open items are brought to resolution.
· Prepared and facilitated weekly PMO meetings; captured meeting decisions and content into Excel based tracking logs; tracked budget and forecasts.
· Create and maintain pre- and post- migration checklists / steps.
· Governance and reporting of Data Center Migration project data for PMO and VP level using Excel workbooks and proprietary.
EDUCATION :
	Course (Stream)/ Examination
	Institution/University/School
	Year of Passing
	Performance

	ME
	College Name-Location
	2011
	80%

	HSC
	School Name-Location
	2008
	84%

	SSLC
	School Name-Location
	2006
	80%


SKILLS :
· Microsoft EXCEL (5 years)
· MS OFFICE (5 years)
· TYPING (5 years)
· MS WORD (5 years)
· VLOOKUP HLOOKUP PIVOT TABLE PIVOT CHARTS (5 years)
ADDITIONAL INFORMATION :
· SKILLS: Basic Computer Knowledge Windows 8 & 10.
· MS OFFICE: (MS EXCEL (VLOOKUP, HLOOKUP, PIVOT TABLE), MS WORD).
· Typing: French, English.
· Proficient in Data Cleansing techniques, Microsoft Office Suite, including Excel, SharePoint, Outlook, PowerPoint, graph making, formulas, pivot tables.
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