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Summary
PMO & Project Governance Specialist and ITIL-certified professional with 7+ years delivering project excellence across insurance operations, business support, and technology environments. Expertise in governance frameworks, portfolio optimization, PRINCE2/Agile methodologies, and stakeholder management drives measurable impact: implemented standardized processes reducing project cycle time by 30%, boosted delivery efficiency by 25%, achieved 95% placement success in talent acquisition pipelines, and secured £45K annual savings through portfolio prioritization. Proven track record supporting senior leadership, managing cross-functional teams, and ensuring compliance with regulatory standards while maintaining operational efficiency.
Core Competencies
· 
· Project Portfolio Management & Governance  
· PMO Standardization & Process Optimization
· Risk & Issue Management (RAID)
· Stakeholder Engagement & Executive Reporting
· Resource Allocation & Capacity Planning  
· Financial Controls & Budget Management
· KPI Tracking & Performance Analytics 
· Agile/PRINCE2 Methodologies & SAFe
· Claims & Insurance Operations 
· Regulatory Compliance & Quality Assurance

Professional Experience
Business Support Officer, Policy & Regulation | University of Leeds, UK | Apr 2025 – Present
· Provide high-level administrative support to Director and senior leadership; manage complex diaries, coordinate formal board/committee meetings, serve as primary stakeholder liaison
· Administer governance systems (SIPRs, SAP HR/Finance, SharePoint); track non-staff budget expenditure, maintain regulatory compliance documentation
· Prepare board papers, SOPs, executive reports; support HR recruitment, induction, and staff review processes
· Deliver cross-functional coordination with IT, Facilities, Purchasing; provide coverage during peaks and absences
Support Services Secretary | Leeds & York Partnership NHS Foundation Trust, Leeds | Oct 2024 – Present
· Manage mental health service referrals via phone/email systems; input and track referrals ensuring NHS protocol compliance
· Support Crisis Assessment Service on main referral line; create clinical letters from doctor dictation using BigHand system
· Coordinate switchboard operations, minute-taking for team meetings, email management, Section 136 documentation processing
· Order medical supplies and handle sensitive patient information maintaining strict confidentiality standards 
Operations Expert | Allianz Services, Thiruvananthapuram, India | Jun 2018 – Feb 2023
· Managed project schedules (MS Project/Primavera P6) and tracked KPIs via Power BI dashboards; reduced delays 25% across 10+ IT initiatives
· Portfolio prioritization with Jira Align/Azure DevOps; balanced workloads for 50+ team members, optimized resource capacity
· Maintained risk/issue/change registers (Confluence/SharePoint); conducted PRINCE2 stage gate assurance reviews, facilitated stakeholder workshops
· Created PMO SOPs, templates, lessons learned repositories; handled financial controls (budget forecasting, ROI analysis) achieving £45K annual savings
Process Specialist (SME) | Cognizant Technologies, Cochin, India | Jun 2016 – Jun 2018
· Managed talent acquisition pipelines using Power Query; screened 200+ CVs weekly achieving 95% placement success
· Facilitated cross-department workshops for process standardization; prepared SOPs, templates, lessons learned repositories
· Tracked candidate lifecycle in Excel/ServiceNow; conducted risk assessments, maintained RAID logs reducing delays 30%
Associate Consultant | Equifax Sutherland, Cochin | Aug 2014 – Apr 2016
· Advised customers on financial account management and credit protection strategies; analyzed credit profiles
· Resolved complex customer issues related to credit reporting, disputes, account management
· Reviewed financial statements for regulatory compliance; assisted in developing customer complaint training programs
HR Assistant | Universal Migration, Trivandrum | Sep 2010 – Jan 2012
· Coordinated payroll preparation and HR administrative processes; managed official communication between management and employees
· Assisted in providing study and migration consultancy to clients; maintained client databases and immigration documentation
Professional Certifications and Training
· PRINCE2® Foundation – Project Management Methodology
· AgilePM® Foundation – Agile Project Management
· ITIL® 4 Foundation – IT Service Management
· Project Management Professional (PMP®) – In Progress
· Chartered Governance Institute (CGI) UK & Ireland – Member
· MATLAB (Grade A+) – 2010
· Tally ERP9 Vol I-IV (Grade A) – 2011
· Microsoft Office Specialist (Excel, PowerPoint, Word)
· SAP HR/Finance Systems Training
· ServiceNow Platform Administration
Education
MSC Corporate Governance, Governance | Leeds Beckett University, United Kingdom | 07/2024
Master of Science, Information Technology | Sikkim Manipal University, India | 09/2020
Bachelor of Science, Mathematics and Computer Science | MG University, India | 09/2011
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