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Mercedes-Benz , that is commonly referred to as Mercedes, is a German
luxury automotive brand. Both Mercedes-Benz as well as Mercedes-Benz
AG (a Mercedes-Benz Group subsidiary established in 2019) are
headquartered in Stuttgart, Baden-Wirttemberg, Germany & they have their
offices spread across 93 different locations worldwide. Mercedes-Benz
produces consumer luxury vehicles and commercial vehicles. Its first
Mercedes-Benz-badged vehicles were produced in 1926. In 2018, Mercedes-
Benz was the largest seller of premium vehicles in the world, having sold 2.31
million passenger cars. Mercedes-Benz traces its origins to Karl Benz's
creation of the first internal combustion engine in a car, seen in the Benz
Patent Motorwagen, financed by Bertha Benz's dowry and patented in
January 1886 and Gottlieb Daimler and their engineer Wilhelm Maybach's

conversion of a stagecoach, with the addition of a petrol engine.

The company's origins lie in Daimler-Motoren-Gesellschaft's

1901 Mercedes and Karl Benz's 1886 Benz Patent-Motorwagen, which is
widely regarded as the first internal combustion engine in a self-

propelled automobile. The slogan for the brand is "the best or nothing".
Mercedes-Benz star's 3 points represent the company's drive for universal
motorization -- The points represent land, sea, and air. The Mercedes-Benz
name is a combination of two names: Mercedes Jellinek and Karl Benz.
Originally, Mercedes-Benz was founded by Karl Benz and Gottlieb Wilhelm
Daimler and was part of Daimler Motoren Gesellschaft, better known as DMG.
The company was first known by the name Daimler-Benz, as an homage to

the founders.

After Gottlieb Wilhelm Daimler passed away, entrepreneur and racing
enthusiast Emil Jellinek was brought on by chief engineer Wilhelm Maybach.
Emil went on to help create the Mercedes 35hp in 1900. Jellinek named the
new cars after his daughter, Mercédes Jellinek, whose Spanish name
translated to “mercy.”

The company later went on to have the “Mercedes” nhame trademarked 1902.
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While the company continued to trade as Daimler-Benz, the car line began to

carry the Mercedes-Benz name.

Mercedes-Benz offers a versatile range of consumer-passenger, light
commercial and heavy commercial equipment. These vehicles are
manufactured in multiple countries worldwide. The Smart marque of city

cars are also produced by Daimler AG.

Following are the various car models that Mercedes offers :

1886

o A-Class — Subcompact luxury Hatchback and Sedan
« B-Class — Subcompact luxury Multi Purpose Vehicle
« C-Class — Compact executive

luxury Sedan/Saloon, Estate, Coupé and Cabriolet

o CLA - Subcompact luxury 4-Door Coupé and Estate

o CLS - Mid-size luxury 4-Door Coupé
o E-Class — Mid-size executive

luxury Sedan/Saloon, Estate, Coupé and Cabriolet

o G-Class - Luxury off-road vehicle

o GLA - Subcompact luxury Crossover

o GLB - Compact luxury Crossover

o GLC - Compact luxury Sport utility vehicle
o GLE — Mid-size luxury Sport utility vehicle
o GLS - Full-size luxury Sport utility vehicle
o S-Class - Full-Size luxury Sedan/Saloon, Coupé and Cabriolet

o V-Class - Luxury Multi Purpose Vehicle
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AMG GT - Luxury sports car

AMG GT 4-Door — Luxury sports 4-Door Coupé
AMG SL - Luxury grand tourer roadster

AMG ONE - Super sports car

EQA - Luxury electric Crossover

EQB - Luxury electric Crossover

EQC - Luxury electric Crossover

EQE - Luxury electric Sedan/Saloon

EQS - Luxury electric Sedan/Saloon

EQV - Luxury electric Multi Purpose Vehicle
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VISION
We aspire to be pioneering leaders and the most trusted business conglomerate

MISSION
We create and deliver superior products and services to enrich the ‘quality of life’ of our customers

CORE VALUES

Integrity Commitment] Teamwork Excellence




ALCON is a Goa based group founded by Shri Anil Counto since 1971 with
business interest in manufacturing , construction ,real estate, trading and

logistics.

A little about the Founder, Mr. Anil Counto : When Anil Counto graduated as a
Civil Engineer from VJTI Engineering College in Mumbai in 1966, he gained
valuable experience working in private organizations for 4 years prior to
joining the PWD as just another young man beginning his career. But the
similarity ends right there. Because this young man had a vision and a mission
to realize that vision. And he had the talent, willpower and the determination
to succeed. Add to this courage, integrity, discipline and a rigorous work ethic

and you have all the ingredients of success.

From a tiny engineering unit set up in 1971, Alcon now boasts 5 major
business verticals, Construction, Hospitality, Manufacturing, Trading and
Infrastructure/Logistics. Today his humble unit has grown into one of Goa's
largest business conglomerates. And the man has become one of the most
well known entrepreneurs in the State. The man: Anil Counto. And his
Group: Alcon - Anil Counto Enterprises, the realisation of the indefatigable
efforts of one man and his diversified interests in Social, cultural, education

and economic field.

Following are a few awards won by Mr. Anil Counto :

« "KD Naik Memorial Pride of Goa" award 2019 presented by Goa Chamber of
Commerce and Industry on 30th April 2019.

« Business Goa Magazine conferred Anil Counto Alcon Enterprises -
"Business Group of the year 2017"

« Saibaba Satkar, recognition from the Chief Minister of Goa for contribution to
leading and organizing the Saibaba Mohotsav for two days on 13th and 14th October
2017 in Goa.

« Honored as “Best Social Worker’ of Goa state by Government of Goa
on Goa Liberation Day 19th December, 2014.
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« National award for “Outstanding Entrepreneur’ presented by COSIDIC -
Council of India assisted by EDC Limited in November 2014.

« Award for First Generation Entrepreneur Industrialist - Awarded by Al
India Saraswat Cultural Organization (AISCO) in November 2014

« Recognition for Outstanding Entrepreneurship presented by the GOA
STATE INDUSTRIES ASSOCIATION, 2010.

« Conferred the honorary Commendador “Ordem do Mérifo’ by
the President of Republic of Portugal.

o Udyog Ratan Award, conferred by the Institute of Economic Studies during Rajiv
Gandhi's Vision of Industrial India Seminar.

o Rajiv Gandhi Excellence Award 1993, conferred by the Shiromani Institute,
New Delhi.

REAL ESTATE/ CONSTRUCTION, HOSPITALITY, MANUFACTURING,
TRADING & LOGISTICS.

- Their Real Estate / Construction Projects include :Sereno & Estrela Il by Alcon

Soreno Estrela ||

PROJECTBYALCON

Under Real Estate / Construction, Alcon also has a Piling Division that

features the following :

e  Construction of Piles

e Geo-technical soil investigation

e Preferred Soil Testing Agency for the PWD in Goa
e  Provide highly accurate Soil Testing Reports

e All types of piling and soil testing jobs
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Hospitality sector

Alcon owns the Hotel Grande Delmon, Ronil Beach Resort & the O’Coqueiro

Restaurant.

(] ]

. [
IR 48440 TR 08944

Manufacturing sector

Alcon Group is into the manufacturing of Cement, Ready Mixed Concrete,
Microfine Products, Microfine Classification systems, Ceramic souvenirs &
artifacts, Industrial ultrasonic cleaning systems, Alccopave - (Green Building
Centre) —This is an Initiative with ACC Ltd for a GREEN BUILDING CENTRE

, they provide total walling, paving, building solutions manufactured using

world class technology.




Trading sector

Alcon Mercedes-Benz is a division of Counto Metals and Mining Company

Ltd, they own Hyundai Automobiles & they are also retailers of Bridgestone

tyres.
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Logistics,
They have Inland Logistics. Counto Metals and Mining Company Limited has
two inland jetties on river Mandovi with facilities for loading and unloading of

bulk and break bulk cargos.

- '_/,
F .. "y.
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| have undergone my internship in the Human Resource
department at Alcon’s Mercedes Benz, Counto Motors’ dealership,

that’'s located at Ribandar .

Organizational structure at Mercedes :

. ME Dealership lerel
Market Lerel

. City Level

. Outlet Lerel

! L ! |
Marketing | HR E| Finance E T E

Department Department

Department
Manager/ Manager/ /

Manager/

Lead
Aditya

Lead Lead
Rohan Anisha




The tasks carried out by me at Mercedes were as follows :

- Filing of the documents
- Got an overview of how leaves are carried forward.
Eg:- PL (Paid leaves 18 (annual leaves given)

Previous leaves are 12, so for the year 2022, the PAID LEAVES will be
calculated as follows :

12 (previous years leaves) + 18(annual Paid leaves given) = 30 leaves' for
year 2022

& the same is done for SICK LEAVES,, casual leaves are not carried forward

The following sheet shows the balance of the employee leaves:
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-I was given the task to search for some activity for the employees, for their

fun (employee engagement activities) . These activities are done once a
month.

- | was shown the salary components, as in the breakup of the gross salary
ie. Basic, HRA & PA(Personal Allowance).
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-Corporate attire at Mercedes consists of : Blazers, Shirts, Tie’s , Pants,
Skirts, Shoes, Socks, Cufflinks etc.

- | was made to draft appointment letters

Appointment letter :

-| drafted Offer Letters :




Following is a picture of the form that is to be filled by the employees to avalil

the EPF(Employee Provident Fund) Scheme :

The following form has to be filled by the employees to avail the Employee

Provident Fund :

LY TO (13) ABOVE IS YES, THEN ENTER THE DETAILS IN 13(A),
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NAwE 45 N KYC DOCUMENT

IIPWMDMAM

PERMANENT ACCOUNT B
Numser (PAN)

PASSPORT

DAVING LICENCE

ELECTION CARD F

RATION CARD ™

) 0
ESIC Carn —L "

“ Mandatory Field (NOTE BANK ACCOUNT NUMBER (ALONG WITH IFSC , YOI
ARE HOWEVER ADVISED T0 PROVIDE ALL KYC DOCUMENTS AVAILABLE WITH YOU IN ADDITION TORY KY/
AVAIL BETTER SERVICES. SELF-ATTESTED PHOTOCOPIES OF THE DOCUMENTS MUST BE ATTA 3

A. T CERTIFY THAT ALL THE INFORMATION GIVEN ABOVE IS TRUE TO THE BEST OF MY KNOWLEDGE
B. IN CASE, EARLIER A MEMBER OF EPF SCHEME, 1952 AND/OR EPS, 1995,
(1) I HAVE ENSURED THE CORRECTNESS OF MY UAN/ PREVIOUS PF MEMBER ID.
(n)‘nnsmvuso-smunnumuwmmurmmwmnoswmmﬁsn L
THE PREVIOUS ACCOUNT AS DECLARED ABOVE TO THE PRESENT P.F. ACCOUNT. (THE TRANSFER WOULD BE PO

ONLY IF THE KYC pETAILS BY PREVIOUS HAS BEEN VERIFIED BY P
USING HIS DIGITAL e )

(III) X AM AWARE THAT I CAN SUBMIT MY NOMINATION FORM THROUGH UAN BASED MEMBER PORTAL.

DATE:

A MEMBER M. /MS./MIS. oo HAS JOINED ON oo AND HAS BEEN ALLOTTED |

1 Ghst THE mnu Whs EARLIER NOT AMENBER OF EPF ScHEWE, 1952 AND EPS, 1995
( .OTMENT OF UAN) THE UAN Auovren FOR THE MEMBER IS ...

THE APPROPRIATE
C DETAILS OF THE ABOVE m IN THE UAN DATABASE
HAVE NOT BEEN UPLOADED
HAVE BEEN UPLO; NOT APPROVED
HAVE BEEN U D APPROVED WITH DSC

WAS E: MBER OF EPF SCHEME, 1952 AN

MEMBER AS MENTIONED 4l
S

-l was shown how to add in the "Three Ma ID" for each employee on the
Mercedes software that's used for everything regarding employees. The

software that Mercedes uses is called PIR (People In Retail)
(Three ma ID is the training Id that is given to each employee)

- | was shown how to update the reporting managers of the previously existing
as well as the new employee's on the Greythr app/software. This is the

software that is used by Alcon for the same purpose for which Mercedes uses
the PIR software.

- | was made to create a new PIR for a newly joined employee by referring to
her file.
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Mercedes PIR software

(Manpower list) :

‘Manpower List

v

EMP0O1093

EMP0O109

EMPO110(
EMP01103

EMP01107
} EMP02937
|

J EMP02938

EMP02940 |

This is what an employee PIR looks like :

Update Employee

-
D e
(]
(]

[ ]

Customer
Services

Customer
Services

Customer
Services

Manager

CST

Parts Process
Executive

16-10

Counto
Motors

Counto

Motors

Counto
Motors

Counto
Motors
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This is how the Greythr homepage looks like from the Employer login :

Happy Birthdsy Moharmed Rafig Nadaf
Wish y'ou a very
Happy Birthday
N frite & F
3

Employee Portal Related

Following are the steps for assigning a Reporting Manager to employees on

the Greythr app/software:
Step1: Select the name of the employee under “employee &

select the name of the manager or the supervisor to whom that
employee will be reporting under “reports”

Step 2 : Click on “Assign Manager”




Confirm

J/v‘,

Step 3: Click on “confirm”

Images of the Mercedes After Sales Department (Service Centre)

Your Mercede> urer
pest with Mercedes £yres
se 1o buy

Why it makes sense 02
TyrePressureGauge e Genuine arts
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| filled in the bill details into the bill register.

Extracting WLF( Labour Welfare Fund) from white collared employees &
adding Rs10 ie. deducting Rs 10 from their (blue collared employees)
gross salary

| was given the task of updating the (PL) privilege leaves of the
employees’ (posting leave transactions)

| was also given the task to check the internship register to check the
absentees’ of 2 interns who had previously interned at Mercedes for

something in relation to their stipend




You have to fill in these details (the ones shown in the image below) while

updating each employees’ PL .. You have to select the “leave type - privilege”,
the “transaction type - lapsed”, “From Date - 1 day of the year” “To date - was
given to me by ma’am” & under “Days” you have to add in the number of PL’s

that the employee has left.

The details that are required to be filled are : Leave type, Transaction type,
From & To date, From session (session 1 to session 1 means applying for half
day in the first half of the day, session 1 to session 2 means applying leave for

the entire day), No. Of days & Reason.

- | was shown how to file the Labour Welfare Returns (fund
contribution).. LWF(Labour Welfare Funds)

- I made changes to the letter that is drafted for the Labour Welfare
Returns. Had to add the total number of employees from July 2020 -
Dec 2020. Labour Returns are filled half annually, from Jan - June &
then from July - December. The returns are supposed to be filled latest
by the 15 of the preceding month. Eg filing of returns of July 2021 - Dec
2021 has to be filed latest by the 15 of Jan 2022..
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| added the months, made changes to the amounts, the dates. For
LWF Rs 10 is the employee contribution & Rs 30 is the employers
contribution & this is only given to the employees who have their ‘hands
on’ the product. In Mercedes, these employees would be the

technicians ,since they are the ones who actually work on the cars

| got an appointment letter ready for a new joinee. Had to edit details
like her name, DOJ(Date Of Joining), department, salary (this

information was given to me by the HR manager , title(ms,mrs,mr).

Added leave balance for an employee on Greythr

Changed an employees’ previous designation(LEAD{HOD} After Sales)
to the designation to which he has been promoted (CEO)

Created a profile for a newly joined employee on PIR, GEMS(training

software that’s used by Mercedez Benz) & Greythr

The following form “A” is filled for filing the Labour welfare returns :
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The following pictures are of the ANNEXURES or the Terms &

Conditions that are included in the appointment letter.:

. .
Pg1l Pg 2
. .

Pg 3 Pg 4
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The company’s leave policy :

27



This is how the employees’ apply their leave :

‘Balance 0.0 Days

Transaction Type Granted

From Date 08 Feb 2022
From Session Session 1

To Date 31 Dec 2025
To Session Session 2
Days 0
Expire Date

Reason

- | added a new employee on Greythr app. (created a new profile for a
new joinee) {This app is also a payroll app, hence an account has to be
created there even for the Mercedes staff.}

- The following are the steps to add a new employee on Greythr :
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Step 1: Basic Information

Filling in the Employee name, employee number, DOB, Probation period(6

months), Confirmation date, Email id etc.

Step 2 : Employee Position
Filling in Division(automobile), Department, Location (of the place of work),

Company name, Designation etc.

29



Step 3 : PF, ESI & LWF

Fill details like PAN number, PF Number etc

r—sele'ct-f =

= i —Sel;c{— v [ Please select valid bank namel

: v Finish IS ST

e

Step 4 : Payment Mode

Filling in Payment type (Bank transfer), Bank name, Bank Branch, Account

Number etc.

- | was shown how to withdraw Provident Fund (PF) of the employee &
then | was made to do so ( This is supposed to be done by the
employees only, but that employee wasn’t well versed with how to go

about with it, so | was made to do it for that employee)

The site that is used to withdraw PF :

Now Aadhaar is mandatory for filing ECR. [
 about EDLL Click here to read.
about Bank Account Linkin g with UAN. Click here to read [
/ASKS YOU TO SHARE YOUR DETAILS LIKE

CALLS ANY MEMBER TO DEPOSIT ANY AMOUNT IN ANY BANK.
DO NOT RESPOND TO SUCH CALLS.




- | had to enter the invoice details into the register

- | had to get the CEQ’s sign on those invoices

Example of “On Duty Slips”

| was shown how to process the payroll ie.

- Go to ‘payroll”
- Click on ‘process payroll” & wait for it to get processed

- She asked me to make a note of the absentees of Jan 2022

- | added a deduction list to Greythr for the employees

- | created a new profile on GEMS(training software used by Mercedes)
it called DAIMLER, for a new joinee

- | was shown how to add TDS (Tax Deduction) to the employees’ gross

salaries
All this is a part of the payroll process

| was shown how to process salaries:

First process the payroll, once that is completed, move to the next step i.e.

Checking the attendance
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Second have to check the attendance, who was absent on which day of the

month, whether it is a leave without pay or whether they’ve applied for a leave

etc.

Third you have to check whether there’s any tax that has to be deducted from

the employees & from which employees & how much.. (this information is

given to the HR department by the Accounts department)

Fourth you have to check the OT (over time) register.. This is usually only for

the drivers..

LOP has to be done if there are any absenteeism during that month

Once all this is done, go ahead & process the payroll.
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- | was shown & made to calculate the leaves to be encashed ( only paid

leaves can be encashed)
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- Leave encashment calculation :- Basic salary divided by 30 multiplied

by the no. of leaves left.

- | was shown & asked to calculate the OT( Over Time) amount for

drivers

Formula :

Basic /(divided) 30 - this gives you per day OT(x)
Per day OT(x) / 8 — this gives you per hour basic (y)

Per hour basic*(multiplied by)2*total OT hours done by each driver (got

this info from the OT register) = Total OT amount

- |l also added the basic salary & HRA amount(which was given to
me by the HR manager) to the new employees’ profile that |

created & | also added leaves to this profile.

Employee Assessment Requisition Format:
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Employee Assessment Summary Report:
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This is what the PIR (People In Retail) software homepage looks like:

CUSTOMER SERVICES

CEO (1) No open position!
itant Retail (1)

This is what the Attendance Muster on Greythr looks like:

1L 234,567 SNl
Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu

P
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This is what creating a new profile for an employee on GEMS (PIR) looks like:

IMLER
Organizations Roles Info
JUTEN  vieuser  Review Users

Please enter the master data of the user being created.

User home organization *
((Alcon constructions ( Goa ) Private Limited Counto Motors, MBAG, Alcon house, Chalta number 72,

First name *

J

Last name *

Please note that the email address entered is not validate

Email address * g
Please make sure that it is a unique address and that the

.I
C Verifying the email address is a mandatory step!

Group affiliation

(MBAG g

Local first name

| Local surname

O Contractor

I Create user
I

To create an employee profile on PIR, go to ‘Employee’, ‘main , ‘employee

directory’- there select ‘add employee’ & fill in the employees’ details by
referring to his file.

-Added the Basic Salary & HRA amount for an employee on Greythr. (The

amount was told to me by the manager)

-| prepared appointment letters for new joiners’

-Changed the designation of an employee from his previous designation, to

his current one.
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PIR profile (not entirely complete) :

# Alcon constructions (|
Alcon house, Chalta nt
403006 Ribandar (IN)

Alcon constructions ( Goa ) F
Alcon house, Chalta numt
403006 Ribandar (IN)

Image of the Attendance Register :

Compaty:
ey Neeeses men: G —

E_E-E‘ ET W v Tr

Department: After-Sales

Emp.Code: 60077 Emp. Name : [:] “’)

St S TTOW [T JEw e et s [es [ow [ET W e or Jes JBs few B

" WO 3 3 i WL WO P G
B B 3 4471003 108y H 10949 to0 a2 10938
11845 11834 $18:50 11847 ‘11841 i 18 48 E‘B 39 .18:45 1846 1846
16087838 157 416 TI96 0T 18T T ies

co

11843
1928 1817 1905

k REES
48,037 10000 1€15° 1047 811
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-l added leave balance for an employee on Greythr :

Go to ‘leaves’, then ‘information’, ’employee leave’, ‘post transaction’ (select
the type of leave), add in the ‘from’ date & ‘t0’ date & save. After saving,

process the payroll.
-Added leaves to a newly joined employee’s profile on Greythr.
- | was also given a task to make dummy bills.

-l was shown how to & then made to calculate gratuity for the employees’

whose list of names was handed over to me.
The following is the formula for calculating Gratuity:
No. of years of service completed in the organisation * Basic salary *15/ 26

- | was given the task of planning an employee engagement activity for all the

employees. (I planned on having a quiz on Mercedes — a quiz of 3 rounds)

-l was shown how to & made to add incentives for all the employees on
Greythr.

The process to add incentives is as follows : Go to Greythr (employer login),
go to ‘payroll’, ‘salary’, ‘calculation fields’ , ‘other payment items’, ‘incentive

payment’, ‘add row’ & then add in the incentive amount.

-1 had to distribute the performance appraisal form to the employees whose
list of names was handed over to me. | also had to constantly follow up with

them regarding the same.

{Performance appraisals are usually to monitor the employee’s performance &

to give them an increment based on their performance.}

-For the Performance Appraisal process,:
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i) Must ask the employees to fill in their details in part ‘A’.

ii)Part ‘B’ of the appraisal form is filled in by their supervisors, who they report

to. They mark them based on their performance.

iiiPart ‘C’ of the appraisal form is filled in by the CEO, alongside the HR

manager.

Images of the Performance Appraisal form :

Part A Part B

Part C
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-l was made to give a hard copy of the job description to 2 newly joined
employees & had to get their signature on the photocopy of the same, which is

kept as the Mercedes records.

- | had to file POSH returns, i.e. It is with regards to the sexual harassment of

women. These returns have to be filled before the 31 of Jan.
- | was made to check the birthday list.

To do so, Go to ‘reports’, then click on the icon that looks like a clock, ‘query

builder’ & select ‘birthday’ & the birthday list will appear.

-I was observing how the ‘Labour returns’ are filed on the Goa Online Portal &

also how the ‘Bonus Act’ & the ‘Wages Act’ are filed.
-I prepared an experience certificate for the previous CEO.

-I had to fill in details on the performance appraisal form for the workmen.
Details such as the employee name, code, designation, department date of

joining & the date of review.

Image of the Performance Appraisal form for

Workmen:
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-l was made to call up a few hotels to ask about their room tariff (this was
because some high profile people from Mercedes were coming to Goa & the

arrangements for their accommodation had to be taken care of.)

-I called up a couple of recruiting agencies in Kolhapur asking them to send us
suitable CV’s of candidates for the post of Diagnostic technicians. (the HR
manager & CEO were supposed to go to Kolhapur to conduct interviews,

hence | had to do so)

-I entered the Performance Appraisal data (score) of the employees onto the

system.
-I marked an Employee Exit on Greythr

The steps are : Go to ‘Employee’, ’'information’, 'separation; & then type the
employees name, then under ‘separation mode’ ,select ‘resigned’ & then refer
to the respective employees file to add in the rest of the details. Once done,
tick the ‘employee existed the organisation’ & once done, select process

payroll .
-| was made to check the attendance.

To check attendance : go to ‘Leave’, ‘information’, attendance muster’ & select

the month of the attendance we want to check.
-l was made to calculate OT(over time) hours for the drivers.
-l added the OT hours to the employees gross.

Steps to do so : Go to ‘payroll’, ‘payroll inputs’, ‘salary’, type in the employees
name, scroll down, under ‘employee workdays’ select ‘OT hours’, under

‘accounts’, add the total no. of OT hours of the respective employees & ‘save’.

-Added TDS (Tax Deductions List) to the employees gross salaries.
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-Made changes to the LWF amount of certain employees (had to make the

amount 0 as the amount would simply get deducted from their salary)
-prepared an offer letter

- Got details for the productivity report in PIR (had to check the number of cars

sold for the previous month with the sales team)

- | was given the responsibility to ensure that all the employees whose names
were on the list came & got their measurements taken for their uniforms. Had

to take their signature on the given list.
-l was made to re-generate the password of Greythr for an employee.

Steps to go about with that : Go to “home”, click on “search actions”, click on
‘regenerate password”, type in the employees name & then click on “generate

mail”.

Steps to go about with it : Go to “Reports”, click on “reports gallery”, select
“payroll transfer statement”, then under “group by”, select “company”, click on

“‘payment type”, select “cheque” & then click on “generate”

-1 had to put the stationary that was ordered in place.

-Updated employee address’ on Greythr.

-1 handed over appointment letters to the respective employees.

-1 had to check from how many employees’ salaries was LWF deducted.
-I generated the PF ECR file.

” 11

Steps to go about with it : Go to “reports”, “reports gallery”, under “PF -

Provident Fund”, select “PF-ECR Format”,then select the month for which you
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want to generate the file, once done, click on “Generate ECR file” & the excel

file gets downloaded.
-I filed the PF Returns.

Steps to go about with it : Type in “EPFO employer login” on the Google
search engine, login, go to “payments” & select the first option that comes
under it & then add in the details , select “ECR” & upload the ECR (that was
previously downloaded), save it, then add in the other details & then click on

“verify”, once its done, click on “Generate”
-PF returns are to be filed before the 15 of the preceding month

-Segregated the Performance Evaluated forms — segregated the ones that

were evaluated from the ones that were yet to be evaluated.

-l also learnt how to open job cards, to re-open as well as how to close the job
cards (this wasn’t a part of HR, but took it up since | would learn something

new)

Loan application form:




Picture of a Interview Evaluation sheet :

Vacancy Requisition form :




Image of how a Employee Profile looks like on PIR :

| Date ot Binn Gerdne
12-11-1992 Male

GNS o Motsle Nurriber
DBFERASH 4917767004642

Jepart

- :]

Dite of joming

Counto Motors. 13052019

0 Year(s)

Expenience (Nor sut Total Experience
0 Year(s) 2.8 Year(s)

Date of Exit Qualification
DD-MM-YYYY BE.

Image of the form of “Application for Employment” :
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The following is where the LWF amount is added:

lay 2021 31 May 2021

31 Jan 2022
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Image of the Welcome Letter given to newly joined employees:

pleasure that we welcome you to the ALCO
rd with us.

_? oup

corporate structure is a mix centralised and individual
across the group . Our business units and corporate sup
0 produce good results for the entire ALCON Group.

ave a long - standing heritage of commitment to excellence, leadersl

attributes that have served us well for more then 40 years of
inue to serve us in the future.

ns job is important, not only to their own success, but also
n at ALCON. We believe that success for both the emplo

1ed by employees ability to produce quality products and se

and the more efficiently products and se
any and for all its personnel. We urge all
ities to save work , cut out unwanted
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Test Drive Routes

e

Certificate of Excellence

We hereby certify that
Mr. Lenin Colaco
of
Alcon Constructions(Goa) Private Limited, Goa

has successfully completed the

“Stride To Leadership Program”
conducted by Mercedes-Benz Academy

during the academic year 2021.

\ .
Mercedes-Benz y
et g 73 s

>,

. Shekhar Bhide Ashish Salvi
IR .. cros o 7. 71 SN 4. R Gon, & Vice President General Manager
Customer Services & Corporate Affairs CS Digitization, New Business

& Retall Training

Mercedes-Benz
e bow o ethg.

W
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.’ Tangentia.

Tangentia is an agile digital transformation company/ IT company & a world-
leading provider transformation solutions. Tangentia was founded in the year
2003 by Mr. Vijay Thomas in Toronto, Canada. Mr Vijay Thomas is also the
founder & CEO of Tangentia Ventures, that invests in early stage companies
in global technology services, which makes local manufacturing & niche
ecommerce services in Canada & India. As of now, Canada has around 9
offices in 3 different countries ie. Canada, USA & in India & they are planning
on expanding even more across globally. The company name in Canada is

Tangentia Inc, the company name in US is Tangentia America LLC, the

company name in Goa is Tangentia India Technologies Private. Limited & the

company name in Kerala is Tangentia Travancore Private Limited. Tangentia

has a headcount of over 300 employees & has over 18+ years of experience.
Tangentia is a platinum partner of IBM(International Business Machines
Corporations) & they have also partnered with other well-known companies
like Google Al, Microsoft & other such companies. Tangentia is a leading
boutique consulting, technology & an outsourcing firm that bridges the most
challenging technology gaps. The 3 major departments of Tangentia are :
Automation, B2B Connectivity & Digital.
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Tangentia’s Core Vaules :

. B @ o)
© 0
=l

WORK DREAM THINK

We work harder than our We dream big and bold We think "out of the box”
competitors

PARTNER GO GLOBAL BE FRUGAL
We are powered by a We believe “Geography is We embrace a lean cost
strong ecosystem now History"” structure

Tangentia’s Mission Statement:

We imagine a prosperous world, seamlessly
interconnected & efficiently run by the optimal use of
technology and human resources sourced globally.

Tangentia’s Vision :

Shareholder Employee Customer Partner Global Citizenship
Perspective Perspective Perspective Perspective Perspective

» To be among the » To be among the * To be among the » To be among the » To spend 10% of

top 10 Boutique top 10 preferred top 5 Boutique top 5 preferred net profits every

IT consulting employers in the IT consulting partners for to provide micro

companies in the IT consulting companies in each of our credit facilities

markets we business in the terms of partner in less-

operate in. markets we customer companies in the developed parts

operate in retention and markets we of the world to

customer operate in entrepreneurs.
satisfaction
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A bit about the practices at Tangentia, Under:

Automation :

-Artificial Intelligence
-Robotic Process Automation (RPA)

-Process Mining

B2B Connectivity :
-EDI/Order Management
-eCommerce (B2B/B2C)
-Supply Chain

Digital :
-Agile Application Development
-Product Engineering

-Offshore Development Centre

The RPA technologies/tools used at Tangentia are :Ui Path, Blue Prism,

Automation Anywhere & Block chain.

The work methodology used by Tangentia is the Agile method, where the

main task is split into two sub-tasks, which means that once part A of the sub-

tasks is completed, the employee gets it checked by the reporting manager to

check whether there are any changes required to be made to it ,rather than
completing the entire task & then getting it checked.
The job portal Reliance Strength, is managed by Tangentia. Tangentia also

maintains & is partnered with the LCBO(Liquor Board of Ontario).
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Tangentia’s Awards & Recognitions :

Automation Anywhere Awards
MVP PARTNER

"\ AUTOMATION ﬁ
ANYWHERE

Certified
woiA

Tangentia has been certified
as a Great Place to Work

Tangentia.

‘2020 IBM Partner of the Year’
by TechData

INC 5000 list of Fastest
Growing American
Companies for 2018

Bankin

2013-2018

A4

Branham 300

2013-2018

C
- .

CANADIAN ABORIGINAL AND
MINORITY SUPPLIER COUNCIL
i les that

Tangentia is CAMSC certified
Aboriginal or minority
business enterprise

4+ Analyfics Insigh

3 =e MOSTG\-M.U!\E\.E
umsm DIGITAL
Ill" TRAMSFORMETION
W comeakiEs 200

“Top 10 Most Valuable Digital
Transformation Companies
of 2020’ by Analytics Insight

CIONETSUITE

APPUCATIONS SOLUTION PROVIDERS - 2018

ClO Applications - Top 10
Netsuite Solution Providers
2018

Logistics

CIORETAL®S

@inance

sCTO

“Digital Experience Winner™

tiook

s
TOP 10

BUSINESS GOA

Best [T Company Award 2019

i3t Analytics Insig

MOST VALUABLE

[ ]
ssss D|GITAL
I-I @ rRansrormATION
@@  COMPANIES 2020

2020 IBM Partner ofthe Year

/

\ /

1SO 9001:2015
ISO/IEC 27001: 2013

CERTIFIED COMPANY

Tangentia is 1ISO 9001:2015
and ISO/IEC 27001:2013
Certified

AUTOMATION
ANYWHERE

Partner Awards 2020
IMEA

"Excellence in Business
Process Automation 2020 -
IMEA"” from Automation
Anywhere

FASTEST-GROWI
'COMPANIES

2,

Most profitable 500
companies in Canada.
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Branham 300
2018 Editior

| ’/
\
Canada p

Most profitable 300
companies in Canada.

2015

‘

canaoas
FASTEST.GROWING
COMPANIES.

Tangentia ranks no. 90 on the
2015 PROFIT 500

Banking,
@inance

stfCTO
SUMMIT

“Digital Experience Winner”

Digital Experience Winner -
BFSI CTO Summit 2018

\' Branham 300

Canada’s Top

ICT Companies

Tangentia Ranked in the
Branham300 Listing - 2015

IDENTITY AGCESS MANAGEMENT SPECIAL

(10Review

Tangentia featured among 20
Most Promising IAM Solution
Providers-2017

(J0RET AT &%

Review CONSULTING PROVIDERS

ClO Review - 20 Most
Promising Retail Consulting
Providers

Tangentia is Certified by Great Place to Work & they also have the ISO

Certification.

Great
Place
To

Work.

Certified

JAN 2022 - JAN 2023
INDIA

Tangentia’s Global Customers:
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Various Departments at Tangentia :
B2B

Sales \

Digital

Support

Marketing

Automation

Customer Success

Quality Analyst(QA)

T-Staff{Recruitment}

Infastructure(IT)/Network}

PMO{Project Management}

Shared Service {HR, Accounts & Contracts}

Reporting Structure of the HR department :

[ Lo ]|
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The tasks carried out by me at Tangentia were as follows :

| was doing 70% of Recruitment & 30% Operations.

-The first thing that | was made to do was to search resumes on “naukri.com”
& “x-ray search” for the position of a Python Developer.

-I collected employees data for their id cards

-I sent mails to the candidates asking them for their details.

We send them a mail which includes the job description, a little about the
company & we ask the candidate to send the following details if they're

interested in taking up the particular position. :

Full Legal name:

Phone number:

Email address:

Location (City and State):

Availability to start:

LinkedIn Account:

Current CTC:

Expected CTC:

Time Slots for phone conversation:
Time Slots for WebEx/video interview:

Night Shift Yes/No:
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Do you have your own laptop and proper Internet connection? :
How will you travel to the office? Own/Public Transport:

-When any candidate would give their Expected CTC amount to be more than
what we can offer them, | would send them a mail saying that their salary

expectations are exceeding our budget.

Tangentia India - Job Application Update

@ Avril Eudocia Rodrigues H &~
Tor | Mon 7/18/2022 7:20 PM
Cc: HR Team
Bec: | ]
Hi,
Hope you are doing well
This email is to inform you that we cannot go ahead with you as your
salary expectation is exceeding our budget.
We will keep your resume in our database & if there is any opportunity
that comes up in the future that is suitable for you, we will let
you know.
All the best for your future endeavors.
Regards,
HR Intern

976, Kranti Nagar, Alto Porvorim 403 521
P: +91 9284133952
E: avrodrigues@tangentia.com

T =
~\ e a\d

-l was given the task of handling an employee engagement activity called
“Talk Tales” that would happen every day for 15 mins. This was a casual
conversation between an employee & one of the HR team members where we
would ask the candidate about how his work is going, we would ask the
employees for any suggestions that they have for us, whether he/she has any
problem with anyone in the team & other such questions. There was a Google
sheet created in which the names of the employees & the HR team members
were there, so | had to schedule calls for every employee, 1 employee per
day. | had to check with the employees during what time in the second half
they would have a 15 mins free time slot so that | could schedule their Talk
Tales call. This call was scheduled on Google meet & it would usually be

scheduled during the second half i.e. In the evening as everyone works in
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1

different shifts at Tangentia. So | had to make sure that the call would happen,

| had to give reminders to the HR team member who would conduct the call

on that day & would also remind the employee whose call was scheduled on

that day. | also had to make sure that the HR team member would put down

their remarks on the “Talk Tales” Google sheet that was created. So their

remarks would include any suggestions the employee has made during the

call, whether he/she had any concerns, whether they had any requests etc.

Below is an image of the “Talk Tales” Google sheet that was maintained.

TANGENTIA TALK TALES

9 Date

Days Name

Employee Name

Session

Shift

Remark

3 25th April 2024

Monday Katie

Sachita Desouza

Scheduled @ 4:00pm -4:15pm

Sachita joined on 18/04/2021. She is happy that she joined Tangentia. Overall she is happy
working here & has no suggestion for us.

4 26th April 2022

Tuesdhy Jake

Patrick Peterson

Scheduled @7:30pm-7-45pm

Happy working at Tangentia_. He's enjoying working with his team mates

5 | 27th April 2023

Wednesday |Tessa

Luke Collins

Scheduled @10:00pm-10:15pm

Has recently joined Tangentia, likes the work environment. Happy working at Tangentia, no
concems till now)

-l used to source for candidates on LinkedIn for the open positions that we

had.

-Sent a connect request to many on LinkedIn with regards to the open position

that we had. | would attach a note telling them the position & the location for

the open position & would provide them my official email id & would ask them

to get in touch with us via mail.

-| called many people asking them whether they were interested in the various

open positions that we had (if | called them for the Python Developers role,

would check with them for that role only).

If those candidates would be interested, | would send them the job description

of the respective positions.

-l was given training on how to conduct the induction for new joiners” & |

conducted the inductions’ for new joiner’s who joined as trainees.
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-1 helped the new joiners” to fill in the “induction new joiner form”, helped them
to set their signature.

-l used to set up the calls on Google meet that were requested to me to do so
by the HR Manager.

- With regards to the recruitments process, we used to go about with it in the
following process:

1. First we used to call the candidates, check their communication skills,
gauge if they would be suitable for the respective position.

2. We used to get their details (I've already mentioned above what are the
details that we would get from them).

3. | used to then send those details to the HR team via mail, this is called a
submittal.

4. The HR Executive would then forward those details as well as the resumes
of the those candidates to the managers/heads of the respective departments.
5. Once the manager/heads would give a go ahead, | would schedule an
interview on Google meet with the respective candidate & the manager/head
of that particular department.

6. To schedule the interview, | had to first check the availability of the
respective manager/head to schedule the interview with him/her, | then had to
call up the candidate & check with them whether the given time would be okay
with them for me to schedule an interview with them. Sometimes some
candidates were not available at the time that | would mention to them & so |
would have to check again for another free time slot with the interview for me
to schedule the interview.

There would be 2-3 rounds of the interview.

The first round would be by the HR, so after | would speak to the candidate,
my reporting manager would call them & speak to them, after that we would
schedule an interview with the department team lead or manager & if it was a
positive response from him/her, the second round of the interview would be

scheduled with the head of the respective department. Once the candidate
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would clear that round of the interview, we would send him/her a documents
required mail, where we would ask them for an id proof, graduation certificate
& other such documents.

-1 also had to reply to the candidates mails, the ones to whom we would send
a rejection mail saying that we couldn’t go ahead with them for so & so
reason.

Below is an image of the rejection email | would send to the candidate, with

the mails’ subject being : Tangentia India — Interview update

We would like to convey to you that, we are unable to consider your
profile for the role of " Technical Support Trainee" as the skills do not
match.

We shall keep your resume in our database in case any opportunity
comes up in the future.

In case you don't hear from us, please visit the career section on our
website (www.tangentia.com), scan the job posting and submit your
updated profile against any job opening posted there, which you find is
a right fit for your profile.

Regards,

HR Intern

976, Kranti Nagar, Alto Porvorim 403 521
P: +91 9284133952

E: avrodrigues@tangentia.com

-1 was shown how to go about with the onboarding process, just so that | could
have a fair idea of how its done.

- | was given the responsibility of posting birthday wishes on Greythr.

| used to post pictures similar to the below one on Greythr wishing the

employees on their birthday’s.
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HAPPY BIRTHDAY

Amey Pednekar

Tangentia.

-l was also responsible for handling the Tangentia Career Pages, ie.
Tangentia’s official Facebook page, Tangentia’s career page, LinkedIn
account & their Instagram page.

So | would post out the opening’s that we have, the employee engagement
activities that we had, pictures of the campus placement (if we had any in that
month), | would post employee testimonials{for that had to follow up with the
employees constantly to get them to send the testimonial, | also had to assist
them with the same, had to also send it to the creatives team to make the
testimonial creative}, posted pictures of the newly joined employees
welcoming them to the team, & other such pictures.

Below are some of the pictures I've posted :

Job Openings :
*fiTangentia.

o o ’ & Tangentia.
We X
We AreHiring. | We Are Hirin .
#goahiring #keralahiring e re ir g' ,\J

#goahiring #keralahiring

( Technical Architect ©r> DevOpsEngineer
= Java | Python / Microsoft vevaps  AWS/Azure Certified DevOps Software Engineer Sr. Software Engineer
« ios Android
%472) Product Owner/Analyst Sr. Software Engineer
Business Analyst, CSPO React JS/Angular JS ;al Software Engineer s Sr-Software Engineer
. Android Net/C#/Web Services/Backend
g Software Engineer .l Sr. Software Engineer T i
React JS/Angular JS ios o r. QA Engineer @ QA Engineer
Manual & Automation Testing Manual & Automation Testing

Rush in your resumes to Rush in your resumes to

careers@tangentia.com ngentia.com

‘www.tangentia.com ia.com X ia.com hello@tangentia.com
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Welcoming the newly joined employees to the team :

o TANGENTIA

AlM i

ROHIT MANOJ SHIVAM SABANA LY GANAPATI NOORUSSABA
KASHYAP SELVARAJ SINGH PARVEEN HAKKIMANE CHINCHANKAR SANWLE

#TEAMTANGENTIA

Employee Testimonials :

Tangentia. TESTIMONIALS

Tangentia.

TESTIMONIALS
From the Team

Omkar Pai Angle

Junior RPA and Al Developer

| was fortunate to get an
opportunity to go client-side for a
month & work over there. It has given
me a broad perspective of how
structural corporate work & how their
management works. | would like to X
thank Tangentia for giving me thisg£ ("%
opportunity. | AT
Prasad Salgaonkar \5_«‘;
Senior RPA Developer AIM

Tangentia is a great learning environment in itself, everybody is
supportive & pushes you to give out your maximum, while also
having your back in times of need. The company has always
nurtured young talents & the same young people then go on to
educate & teach the next batch on how to survive and thrive in the
Corporate World. Tangentia has always provided opportunities to
the employees- without the involvement of Position or Status in the
company. | am very grateful to Tangentia to have provided me the
opportunity to go on client onsite in Mumbai & represent them.
Was a very informative learning experience which helped me
comprehend life in the busy city & has added to my Life Experience.

#|ointhePack
#JointhePack

Campus Placement :




-l was a part of the Campus Placement Drive that was held in Saraswat

Vidyalaya college, Mapusa on the 18t of June.
-1 would also post the job vacancies on the job portal like naukri.com.

-A video of Vijay(the CEO) introducing the newly joined employees was

required from the marketing team, that responsibility was given to me.

-Sent a “welcome to the team” email to a newly joined employee (this is a part

of the onboarding process)

-I explained appointment letters to the employees, explained them the entire

letter, from the leaves, to their salary structure including the bonus part.

-l also had to set up induction calls for the newly joined employees’ as well as

be a part of that call.

-Was a part of the HR Daily Stand up call - its a call that would happen at the
beginning of our shift on a daily basis, letting us know the tasks for the day, to

check the status recruitment & discuss other such topics.

-Was also a part of the HR, Admin & legal call where the work that was
completed during the week by these departments would be discussed as well
as the tasks that would be done in the following work were discussed. This

call would happen every Friday.

- There was another employee engagement activity that | used to handle. It

was called “Cutting Chai with Vijay” . So | used to set up this call, for that, first
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| had to check Vijay’s availability with his PA, & then | would check with those
6-8 employees who | decided to schedule the call for, whether they would be

available at the scheduled time, then only | would set up the call.

On the day the call was scheduled, %2 an hour prior to the call, | would have to
give all the participants a reminder to attend the call & it was a video call. Vijay
also had to be given a reminder. When there were last minute drop-outs due
to a sudden client call being scheduled, | would have to put another employee
in place of the one who backed out last minute, would have to first check with

the other employee whether he would be available at the scheduled time.

So this call was an informal call, where Vijay would have a casual
conversation with the employees. He would ask the employees to introduce
themselves, he would ask them to tell us something that the others dint know
(like maybe a talent that the other’s dint know he/she had) etc. Every
participant also had the opportunity to ask Vijay a question of their choice. |
used to be a part of that call as well. Once the call was done, | would have to

take a screenshot & upload it on Greythr.

Below is a picture of the “Cutting Chai with Vijay” session.
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-1 would reply to the queries that the employees had regarding anything that
had to do with the HR, like questions regarding registration of the
toastmasters call, queries regarding when will their laptops that were to sent to

them would reach to them & other such queries.

- Was responsible for scheduling the Toastmasters call. Had to schedule the
call & inform the participants about it & had to give them a reminder about the
same 1 hour prior to the call. Toastmasters is a call that any employee could
e4dnroll themselves to improve their leadership skills, the toastmasters session
would help them to be able to help them to overcome that fear of public
speaking, it would also help introverts become extroverts in a certain period of

time.

-l would also post the vacancies on Tangentia’s Careers page ie. Tangentia

Careers.
- | prepared offer letters, experience certificates as well as relieving letters.
- Made changes to the incentive letter of an employee (the bonus part).

-l was made to put in some employee details on greythr, also uploaded
employee documents like aadhar card & pan card copy on their greythr

account.

-| created separate folders for each employee on google drive & also

uploaded their documents in their respective folders.

- | was given the responsibility to post whichever employee was on leave on
the “Tangentia Intimation” group on whatsapp as well as on “Microsoft teams”

. Had to type the employee name & the type of leave they’ve taken.
- | created an employee’s profile on Greythr.

-l was made to edit a couple of letters.

67



-l was a part of a “performance review call” just so that | could get a fair idea

of how its conducted.

-1 scheduled performance evaluation calls for the entire B2B team & | had to
make sure that everyone was in the call & once the call was done, | had to
make sure that the employee would send me the completely filled KRA (Key

Responsibility Area’s) sheet, which | would then forward to the HR team.

- Was given the task off changing the footers of a couple of important

documents.

-Had to call a employee who had recently resigned to remind her to sign the

exit form.

- | had to schedule the “agile training” session . (It is a training that is given to
the employees which gives them a gist of a little about how they could go
about with their tasks in a more efficient manner). | also had to mark the

attendance for the sessions’ that | had scheduled.

-Had to follow up with an employee, asking her to send us her “Tangentia
Talkies” presentation. Tangentia Talkies is yet another employee engagement
activity that is scheduled every Tuesday’s & Friday’s . Its a session where
each employee (one employee per session) tells the other employees about

themselves, like their hobbies, their family & other related information.
-l also had to fill up my timesheet everyday ,just like the other employees.

Timesheet is a software in which you add in the tasks that you carry out & how
much time you put in for working on each task. It is to be filled for the current

week as well as the upcoming week.

-l was made to put in the count of data (no. of employees in different

departments & their designations)
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-l was made to prepare the shift roster for certain employees for the preceding

month. | used to then upload the roster on Greythr.
-l prepared loan agreements, loan guarantor letters .

-1 sent out feedback forms to the participants of the agile training sessions’,

also had to make sure | got a response from every participant.

-Sent the FOHO coins mail to the employees whose referrals were converted
to full time employees & had to guide them if they had any issues regarding

the same.

-l was a part of the posh awareness session that was scheduled for the

employees.

-l was made to put down the information of the projects on which the interns

had worked on during their internship at Tangentia on an excel sheet.

-l was made to prepare 2 sets of questionnaire’s for the Campus Placement

drive that was held at Saraswat college.

-The following is an image of what an employee Greythr profile looks like :

) Home
4 Tangentia

1 Hi Avril Good Evening
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-l was given the responsibility to add & remove newly joined & exited

employees from the official Tangentia whatsapp group.

-1 uploaded the job descriptions of all the positions on the Google drive into

the “HR documents” folder.

-1 had to grant leaves to employees on Greythr (from the employer {company}

login)
-1 distributed id cards to the employees.
-1 sent a documents required mail.

-1 had to rename over 100 files , they were the form 16 files, | had to rename

all those files, changing the file name to the name of the respective employee.

After renaming all those files, | had to upload each file on Greythr to each

employees’ profile.

The following is a picture of how | would name the form 16 file & upload it on

each employees’ Greythr profile.

Employee
Document Name Form 16

Category Accounts & Statutory v (&

Description 2022—202§

File ® Upload File

__] Publish to Employee Portal
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-1 sent a “challenge code” email to two of my candidates , which was for the

position of a iOS developer. This mail was a part of the interview assessment.

-l was given the responsibility to ensure that all the employees upload their
AIM picture on Microsoft teams as well as on outlook. | also had to make sure
that they all have set up their signature on Microsoft outlook. | had to guide

them if they had any issues while doing any of the above mentioned tasks.

Below is my AIM picture :

AIM Bt

-Below is a picture of the HR Team at Tangentia.

(The Culture & training manager was working from home on that day, the HR
Assistant General Manager works from the Kerala office & the HR General

Manager works from Canada, hence they all unfortunately are not a part of the

-

picture. —




-I had to send the creative’s team a video testimonial of an employee for the

team to beautify it as it had to be posted on the careers page.

-1 had to prepare a Microsoft form (it was a MCQ questionnaire) for the

upcoming campus placement at Goa Engineering College.

-Had to add in the TG numbers’ (employee numbers’) of all the employees

working from the Goa office on an excel sheet.

- Below is my Tangentia email account’s signature when | was working there.

HR Intern

976, Kranti Nagar, Alto Porvorim 403 521
P: +91 9284133952

E: avrodrigues@tangentia.com

Below are images of the Tangentia Team : India Team :

BN

Vijay Thomas Ajinkya Birwadkar Hari lyer Vaishali Amonkar

CEO Director India Director - Global Head, Goa Operations

Ashwini Hegde Priya De Deepak Tickoo Rajhans Gupta

Automation Practice B2B Practice Manager Regional Sales Head Regional Sales Manager

Heard
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m

Rushabh Dharwadkar Sameena Pinto Akshay Shirodkar Raghuvir Lotlikar

B2B Technical Lead Technical Lead Technical Lead - RPA / Al Accounts Manager

Dr. Jayakumar Mamatha Manu Reshma Azeez Vinod S

Shankar HR Manager HR & Talent Acquistion Delivery Manager
Sales Consultant Manager

Sajeena T Neha Mestry Sonia Kuncalienker Nikhil Kawale

Manager Finance Recruitment Manager Account Executive Account Executive

North America Team :

George Bennett Robert Lye Anil AR Shane Raveenthran
s i svelopr n ead - bz eli . . i
VP - Business Development Head - Global Delivery VP - Digital Director, Marketing
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Colin Menezes Karen Briones
Director - Compliance and Customer Success
Operations

Pria Vijayaratnam

Account Executive

Joseph Saad

Sales Account Executive

Shawn Bakos

Sales Account Executive
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y Tangentia.

INDIA

19* July, 2022
TO WHOM IT MAY CONCERN

This 15 o certify that Aveil Eudocia Rodrigees hes completed ber intemshap as an HR
Intern with Tangentia India Technologies Pvi. Lid. From 18% Apral 2022 o 18 July,
.| Eg

We wish her all the best for her future endeavor and would ke 10 thank her for the
coniribution to the onganizaton.

For Tangenisa India Technologies Py, Lid.

Tangenta India Tec
Langer

THE END
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