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	Objective

	
	To be associated with a reputed & professionally managed organization, where knowledge & competencies can be used in challenging and growth oriented assignments together with continuous learning, co-operation and teamwork.

	Profile and Strengths

	
	· Seasoned, dynamic and distinguished professional, combining creative talent with high caliber in Human Resources with hands on exposure in Recruitment, Induction, Employee Handling etc. 

· Excellent communication & interpersonal skills which help in dealing effectively with various agencies both internal and external to the organization. 

· Proactive professional with excellent consensus building, negotiating and organization skills coupled with a strong background in Employee Relations Management and liaison with Employees and various Departments.

· Exhibit an honest work ethic with the ability to excel in fast-paced, time-sensitive environments with core competencies in:

· Induction

· Recruitment

· Audits

· Managing Events & Parties

· Rewards & Recognition

· Leave Management and Payroll

· Team Budgeting

· Employment Verification

	Professional Experience

	
	Jan 2008- July 2009: American Express India Pvt Ltd.
HR Consultant
· Induction Process: Handling New Hire Orientation, On Boarding & Joining Formalities for New Joiners. 

· Consolidating and communicating the analysis results of the new hires feedback to the concerned departments for corrective action.

· Recruitment: Short listing and scheduling the interviews of the prospective candidates (Non Customer Service Executive).
· Full and Final Settlement: Keeping a track on the ex-employees settlement formalities. After the completion, issue them with either recovery or relieving letters.
· Inventory Management: Procurement and Tracking/ Mgmt. of the e-Relations inventory      (gifts items given to employees as a reward for their Long Service with the Company). 
· Event Management: Managing events like EEAT Day and other celebrations on the floor. 

· Leave Management and Payroll: Preparation of the attendance on a monthly basis as well as the incentive declaration.

· Appointment Letters: Preparation and Issuing of appointment letters as well as restructuring letters.

· Employment Verification: Handling employment verification for all the ex-employees.
· Team Budgeting: Prepare the budget sheet for different projects.

· Vendor Management 

· Processing invoices retrieved from various vendors for HR RL related expenses.

· Coordinating payments in collaboration with account payable team in finance.
· Query Handling/ KRA/ HR Policies: 

· Handling the queries of the employees on daily basis.

· Coordinating for the KRA.

· Employment Verification: Handling employment verification for all the ex-employees.
· Miscellaneous:
· Responsible for maintaining Employee Database and personnel files and details of the employees
· Responsible for issuing all types of letters viz. Employment Certificates, Address

· Verification Letters, Confirmation Letters, Extension of Probation Letters, Visa Letters

· (Personal/Official), Transfer Letters etc to the concerned employees

· Responsible for processing Corporate Card Applications

· HR SPOC for Transport

May 2007– Jan 2008: Travelport (Now Known as Intellinet), India
Travel Consultant

· Travel Consultant for Europe’s one of the largest Travel Portal. Process encompasses Customer Services (Voice & Email), Flight Technical Reservations, Ticket Problems etc. 

· Airlines-Fares, Ticketing reservations and ancillary services related to international travel industry.

· Liasoning with Hotel Chains & Car Rental Companies, Airlines both International and Low Cost Carrier (British Airways, Air France, Ryan Air and others), along with reputed Insurance Companies.

· Co-ordination & interaction with Airlines, Travel Agencies, In-house (Sales & Technical, Customer Support and Software Department).

· Handling team in the absence of the Team Lead.

· Giving feedbacks on Customer Service and other matrices to new hires.

· Handling escalated calls.

· Providing floor support.

	Academic Achievements

	
	· First position in Dhampure Health Quiz in 2002.

· Secured a first division and first position in the college in the year 2004-05

· Secured a first division and second position in the college in the year 2005-06

· Secured a first division, first position in the college and second position in Delhi University (South Campus) in the year 2006-2007. 

	education

	
	· Bachelor of Arts, Jesus and Mary College, Delhi University (2004-2007)

· Post Graduation Diploma in Human Resources, Symbiosis Distance Learning, Pune (Results Awaited)

· Basic Computer Skills

· Knowledge of  Galileo(CRS)

· Completed IATA Foundation Course in 2008.



	personal details

	
	Date of birth: 06.05.1985

Sex                 : Female

Nationality     : Indian

Marital Status:  Single

Languages known: English, Hindi, Malayalam, French.

Visa Type: Visit Visa


	

	
	


