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Induction HandBook

North Shore’s parent organization, SVAM International Inc. is a Global Information Technology (IT) services provider that delivers value and competitive advantage to our customers with high quality, cost effective software and related services that improve their access to critical information, automate their business processes, and help their personnel collaborate.

Our History
SVAM International Inc. was founded in 1994 in New York as IT Staffing Company. In 1998, it launched solutions practice and entered into a partnership with Lotus Notes. 
It was year 2000 which saw SVAM opening an off-shore development center in India and that’s when North Shore Technologies came into existence. 
In 2002, SVAM launched public sector practice to service the needs of Government agencies. SVAM entered into partnerships with market leaders like Microsoft, IBM & oracle and launched managed service practices in year 2003. SVAM started a new sales office in CA, USA in the year 2005 and year 2006 saw SVAM enter into a partnership with File Net. In year 2007, SVAM became Microsoft’s Gold Partner and at the same time entered into a partnership with Vignette. In year 2008, North Shore Technologies is certified with ISO 9001-2000 and at the same time entered into partnership with Saperion & Softheon. At the same time DM/BI & Web Collaboration practice was launched. In year 2009, SVAM started a near shore development center in Mexico.

Our Vision
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A globally trusted technology partner delivering creative value added services to exceed the expectations of our clients and our people.[image: image3.jpg]




Our distributed operations tap diverse talent pools that allow us to bring a global perspective for global clients.

Our commitment to mutual success enables us to act as a trusted partner that recognizes that we cannot succeed unless you do.

Our services, whether they are delivered as a project, as a managed service, or as professionals to join your team, leverage the latest proven technology and management principles to foster innovation and organizational growth.

Our mission is to fulfill the promise of applying technology to enable the success of your business by performing at a level of trust, partnership, and innovation that far exceed what you have come to expect from technology services providers. In the same way, we know that to achieve that aspiration, we must exceed what our professionals have come to expect from technology services employers.

Important Management Profiles
Anil Kapoor

President and Chief Executive Officer, SVAM International Inc.
Senior executive with over 25 years of experience as a business leader with the demonstrated ability to deliver breakthrough results.

Vikas Dhablania 


Executive Vice President, SVAM International Inc.
Vikas Dhablania, Executive Vice President, has more than 15 years of experience in the staffing industry. He has been a part of SVAM since its inception.
Joe Marchese




Managing Director, SVAM International Inc.
Senior executive with over 25 years of experience as a business leader with the demonstrated ability to deliver breakthrough results.

Vishwanathan Rajagopalan
Director, Human Resources, SVAM International Inc
Vish holds a Bachelor Degree in Commerce and MBA in Human Resources from Somaiya Institute of Management, Bombay University.

Ajay Kumar Zalpuri




Director, North Shore Technologies
Sudhir is a result-oriented leader and visionary with over 25 years of industrial experience. His experience in India includes closely working with government and the IT ministry in formulating the low cost PC plans for masses, has initiated system and application software to almost all government ministries in 80s.

B. Ravi Kumar



Chief Financial Officer, North Shore Technologies
A Chartered Accountant and a Fellow member of the Institute of Chartered Accountants of India

Quality policy and objectives
"NST is committed to maintain High Quality Standards in Delivering Timely and Cost Effective solutions to our customers by Continual Improvement of our processes, instilling Quality Consciousness amongst all employees and recognizing the Confidentiality, Integrity and Availability of information assets to relevant stakeholders including our customers".
The Objectives are as follows:

· To provide good quality services to our clients.

· Continuous focus on employee satisfaction and competency development so as to reduce and stabilize employee attrition.

· Continual improvement of services to our internal & external customers 
· To secure its information assets and of its customers, NST shall deploy procedures to maintain confidentiality, integrity and availability of all information assets.

· To have year on year revenue increase while maintaining profitability. 

To support the above objectives NST has a well defined QMS in place. This Quality Management System adheres to the ISO 9001:2000 and CMMI Level 3 Dev Ver1.3 process models.

Please email to quality.india@svam.com  for any quality related issues. 

Introduction to Business Lines 
Founded in 1994, SVAM International Inc is a global Information Technology (IT) services provider that delivers value and competitive advantage to our customers by improving their access to critical information, automating their business processes, and helping their personnel collaborate. Headquartered in Long Island, NY, with multiple offices in the United States and development centers in India and Mexico, SVAM’s global network of highly experienced and knowledgeable technology consultants is focused on meeting our customers’ needs for the highest quality, most cost effective software solutions and services.

Vertical markets served by SVAM include:
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  Manufacturing 
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  Healthcare 
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  Pharmaceuticals 
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  Government
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  Finance 
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  Retail 
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  Transportation 
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  ISVs
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  Fashion/Beauty ( Since IFF is into Fashion/Beauty )

Services provided by SVAM include:
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  Data Management & Business Intelligence 
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  Business Process Management 
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  Enterprise Content & Document Management 
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  Application Development & Maintenance
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  Infrastructure Services 
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  Lotus Domino Support
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  System Integration 
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  Quality Assurance 
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  IT Staffing 
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  Web Collaboration

Work culture – Our Ethics
Exchange a Few Words
Encouraging Communication and interaction among our teams and employees is a regular practice at North Shore Technologies. Keeping others informed using discretion to share information with those who need to know, facilitating future contacts and ensuring you are not alone in a difficult situation. Effective communication is vital to avoid misrepresentations, misstatements, misleading impressions and untruths. 

Training and Development
Training is a critical element of any strategy. Training is necessary for employees, supervisors and staff members. North Shore Technologies provides opportunities to its employees to hone their functional skills and expertise in the area of their specialization. The engagements provide exposure to complex challenges and regular interactions with renowned subject matter experts and executives of leading clients. 

Healthy Environment
The Company strives to provide a safe, healthy, clean and ergonomic working environment to its people. It prevents the wasteful use of natural resources and is committed for continuous improvement in work environment. North Shore Technologies is committed for developing a fair and 'inclusive' work culture -thus, enabling all employees to make their distinctive contributions to the benefit of the business. North Shore Technologies is determined to ensure we extend the same openness to our suppliers, business partners and all its customers 

Integrate and Team Up 
consulting with team members is considered good. Take a multidisciplinary approach, especially with the bigger decisions, ideally by using a non hierarchical, teaming & partnering approach. North Shore Technologies encourages integral approach and team up for meeting the current and forthcoming challenges. 

Commitment
Commitments are respected by all the employees at North Shore Technologies which not only contributes in meeting the defined deadlines but also contribute towards the growth of the company. Our reputation as a trusted company is built by having a track record that justifies confidence in commitments. 

Speak Up
Speaking out for what you know is right and acting on it even when taking a principled stand may not be easy. Asking for help is a sign of strength, not weakness!
Dress Code
Dress Code observed at North Shore Technologies is Formals from Monday to Thursday and casuals on Friday. 

Work Schedules
NST currently has three shifts operating to satisfy its clients across the globe. 

We have the first shift which works through 9:30 AM to 6:00 PM (Morning shift).

Then we have an afternoon shift starting from 12:30 PM to 9:30 PM in the night.

Finally we have the evening shift working in the time span of 7:00 PM to 4:00 AM.

Attendance System
We have an IN & OUT Register maintained at the reception/ Front desk of our office. It is mandatory for every employee to sign in the register to help us maintain the attendance for all the employees. 

Payroll Processing
At SVAM we open salaried accounts with HDFC for our employees. The salary is credited to our accounts by the 7th of every month. For Salary related queries the employee can reach out to the Accounts Dept or send an email to delhiaccounts@svam.com . 

Stationary
Office stationary like folders, pens or notebooks, etc can be requested from the Reception/ Front desk.

Our Policies/Benefits
· Employee Provident Fund:

A Fixed amount is deducted from an employee’s salary and is contributed towards the Employee Provident Fund. PF form can be collected from the Accounts department at and submitted to the accounts department. Also employees need to fill up the Tax Declaration form in the accounts department for Tax Savings.
· Health Benefits/ Group Medical Health Insurance:

North Shore has a group medical health insurance policy from Start Health for all its employees and their families. Employees are covered for INR 3, 00,000, including Spouses and children. Employees have to bear only 35% of the annual premium cost.
· Transportation/ Cab Facility 

All employees of North Shore technologies are provided an option of pick & drop Cab Facility which is a Co Pay option with a monthly deduction.
· Parking: 

Please inform in advance, if you wish to use your vehicle for traveling to the office. Do discuss with the Infrastructure team to help them allocate a parking place to you. 
· Holidays:

All employees are eligible annually for 6 US Holidays & 5 Indian Holidays.
· Vacation/Leave Time:

All employees are eligible for 10 Days Paid Vacation, these leaves if not availed are carried forward to the next year.

5 Days Sick & Personal Days are also awarded to employees, these leaves if not availed lapses at the end of each calendar year. 
· Gratuity:

On completion of 5 years of continuous service with NST every employee will be eligible for the receipt of gratuity.  
· Tuition reimbursement for education, technical certification and seminars:

Employees are reimbursed the fee amount upon successful completion of the training/ certification.
· Professional Development Training:

Employees are provided with trainings to gain expertise on new technologies. 
· IT Security Policy  

Employees are not suppose to bring his personal laptop / Pen drives / External HDD

Employees should not share his/her password since it’s a security breach. If employees are using their laptops in the office for official purpose, they need to get it stamped and approved by the networks department. They also need to maintain up to date anti-virus definitions. 
· Onsite deployment:

Employee can be sent onsite as a when required by Client or Project.
· Accounts Re-imbursement Policy:

Re-imbursements are distributed to the staff by the 15th of every month. For this employee needs to check with Accounts about the breakup. All the bills will be submitted in the Accounts department for reimbursements by the 10th of every month
· Time Sheet Policy

Employees need to fill time before leaving for the day. Since quality team keep monitoring this. We use Timelive Timesheet as our time tracking tool.
Instructions for Logging in:

· Open the website of SVAM i.e. www.svam.com . 

· Now click on the Employee Login tab which appears on the top right hand. 

· The page is directed to a new page which has number of tabs and links. 

· Click on the Timesheet link, a new window will appear which asks you to Login. 

· Enter your Username and password in the respective fields. 

 

Adding tasks to your Timesheet Area:

· Once you are logged in successfully a blank window will appear. 

· Now click on the Add tasks link. 

· Once the new page opens you will be required to select the customer name from the drop down menu which by default shows customer name. 

· Now select the project you are working from the drop down menu which displays the "Project" by default. 

· Once this is done, all the project tasks will appear below with a checkbox just beside it. 

· Click on all the tasks that you will be working on and click on the Add task button to add these tasks to your main page. 

 

Instructions for filling the Timesheet:

· Click on the note beside the task that you were working on and fill in the work that you were involved. 

· Enter the time you were working on each tasks. 

· Finally click on the save tasks button at the bottom to save all your tasks. 

Process:

· A notification email is sent to all on every Friday reminding all to update their Timesheets for the week. 

· On Monday, the timesheet update for the previous week is checked by the member of the quality team and a list of defaulters is made in excel sheet format. 

· This report is then sent to all the defaulters and a copy is marked to the project managers and Senior Management.

· The respective project managers are responsible for getting the timesheet filled 

by the defaulters.

Important Contacts/ Departments

· Director, North Shore Technologies 


Ajay Kumar Zalpuri
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· Accounts Department, North Shore Technologies

B Ravi Kumar
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Seema Sharma
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· Cab Management/ Parking, North Shore Technologies

Dev Anand
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· Networks, North Shore Technologies

Saket Madan
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· Front Desk Reception, North Shore Technologies

Dev Anand
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· HR/Admin, North Shore Technologies

Sohit Yadav
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