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▪ Citizenship: Indian
▪ Date of Birth: 08 November 1982
▪ Gender:  Male


Languages
English 
  Hindi
Kannada
	Key Skills, Knowledge & Technical Expertise

	Proficient with a wide range of skills including;

	Oracle 
	MS Excel
	MS Access
	      Basic SAS


Objective: 

Seeking a career opportunity that will build my skills utilize my full potential as well as offer me the opportunity to increase my level of growth.

Kotak Mahindra Old Mutual Life Insurance Ltd 
Working as Deputy Manager
 (Sales Compensation, MIS & Recognition &Reward & Payroll) 22nd SEP 2008 to 31st July 2014
· Establish a budget for rewards & incentives so the achievement early in the year doesn’t gets over rewarded compared to achievement late in the year. 
· Designing Reward & Incentive policy, that creates a work environment where employee feel appreciated for their efforts and contribution, serves to attract, retain and motivate employees.

· Preparing daily workloads for team members & co-ordinating the daily allocation of work.
· Analyzing Incentive Scheme & recommending process improvements

· Accurately analyzing the data & coordinating high volumes of data within the team

· Preparing weekly, monthly MIS report for Sales Manager.

· Preparation of Sales Manager reviews reports for the Region Head.

· Co-coordinating with Regional HR Manager on various Incentive Scheme.

· Key member in monitoring & calculating Carrier Programs for Sale Manager.

· Analysis of various performance reports viz. Productivity, Exception reporting.

· Handling Escalation & providing support for Regional HR Manager.

· Resolving the Incentive disputes for Sales Manager.
· Co-coordinating with Sales Mis Team, Marketing Team, R&R Team.
· Preparing Provision for HR Operations Team.
Payroll – (Human Resources) (1st July 2012 to 31st Aug 2013)
Key responsibilities/accountabilities: 
· Coordination and management of entire payroll function.
· Assist with administering payrolls (month end consolidation and processing support).
· Checking and auditing of all payroll outputs
· Payment and reconciliation of bonus payments.
· Calculation, payment and reconciliation of payroll tax
· Preparation of reports as required.(ESIC .LWF.PF)
· Resolving Tax issues of employees
· To coordinate with finance department for salary disbursement.

· Responsible to issue and record adjustments to pay related to Salary Advances and other Deductions.
· Interpreting awards/agreements and contracts in relation to overtime and shift allowances etc.

· Develop ad hoc financial and operational reporting as needed.
Reliance BPO Pvt. Ltd: (17h OCT 2005 to 20th Sep 2008)

Job Profile:

Working as MIS Officer for Reliance Info streams Pvt. Ltd. from 2007.

· Team Member to define Process for Daily Operations Functions for Reliance Insurance Business. 

· Key member of the design and implementation team for Reliance Insurance Business 

MIS and Analysis

· Preparation of various Capital Back Office reports for Operations & Reliance Insurance Clients.

· Analysis on Timely Customer Satisfaction Surveys for Insurance Capital.

· Preparation of Contact Centre Back Office reviews reports for the Top Management.

· Preparation of Circle Reports and Escalation Resolutions.
Extra Activity:

· Responsible for training the New Executives joining the MIS section. 

· Presenting the reports and new process to CSE as well as the different teams Team Leaders. 

· Data Management for Back Office operations.

· Preparation of Operations Monthly Performance presentation.
· Handling Circle/Town Escalations and providing Support for customer issues.
· Interface with Business Clients of Reliance Capital.
Worked as an Customer Interactive Executive for Post-Paid Billing 

· Resolving the Billing Disputes of Corporate Customer to Wrong Tariff Plan allotted to Corporate Customer.

· Worked on Systems such as Clarify, Toad 7.4.0.3, Decision Support System (DSS).

· Business Support System (BSS) is a nerve centre for provisioning for the request of the customers, used to do provisioning of the handsets, Internet   (R Connect) and R World.

· Trouble shooting the problems related to the applications in the Corporate Billing and Payment 

· Uploading MACD pertaining to Rate Plan Change, SMS Pack and CUG

· Documented frequently occurring Problems and scenarios for future reuse and develop time-tested procedures for refining same.

· Handling the Chairman Office Cases (CMO cases)

· Interacting with the customer by making outbound calls and resolving the issue within provided SLA

· Co-odinating with Billing Quality Team, Phonegen Team and ClarifyTeam.
Educational Qualification:   
	Academics

	Examination
	Board/University
	Year of Passing
	Percentage
	Class

	B.COM
	Maharashtra
	2002-2004
	51.42%
	Second 

	H.S.C
	Maharashtra
	2000-2001
	58.67%
	Second 

	S.S.C
	Mumbai
	1998-1999
	57.46%
	Second 


Personal Traits:
· Motivated self-starter who welcomes challenge.

· Hardworking with Self-belief.

· Believes in the Teamwork.
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