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PERSONAL DETAILS 
Objective:
Seeking a challenging and rewarding career in a diverse environment where my strong work ethic, education, and expertise can be used to help promote the mission and exceed team goals.
Work Experience:  

Organization: Lea India
Project: Lea Americas – HR Shared Services
About the Organization: Williams Lea is a leading global BPO organization. We specialize in Corporate Information Solutions that re-engineer end-to-end business processes.
As HR Specialist: January 2013 till date : Functional Lead of HR Specialist team Offshore.
· Provides leadership, direction, coaching, feedback, and, where appropriate, discipline to and through subordinate team members.
· Ensure delivery of HR transactional services according to published Standard Operating Procedures and in line with required services levels

· Ensure the HR Service Centre has a robust framework in place to enable compliance with all local legal and regulatory requirements

· Seek opportunities to increase the volume of transactions managed, and the scope of services provided by the HR Service Centre.

· Identify trends and process gaps, drive a culture of waste removal, identify and mentor areas of focus where projects are required

· Manage issues and process complexities through partnership with various stakeholders and SME

· Design measurement mechanisms and reporting, according to the need of the business

· Drives focus areas around client orientation and customer satisfaction.

· Provide ongoing HR support through the entire employee life cycle and act as a resource to employees and managers for inquiries concerning company policies and procedures

· Build and maintain relationships with HRBPs, managers and employees for the locales supported

· Support HR compliance requirements for new and existing employees and ensure smooth onboarding of new hires, including NHO attendance and 20-day check-in calls

· Alert HRBPs to potential employee relations issues based on employee discussions

· Act as a liaison between HR Coordinators and employees on outstanding issues/policy compliance

· Follow-up support for corporate initiatives (completing EOS, Mid-Year Performance reviews, etc.)

· Compilation of presentation materials for regular management/leadership meetings

· Data aggregation and compilation for standard reports

· Assist with workers compensation management by initiating claims

· Support HR investigations by compiling data and documentation
· Cultivate a culture of continuous process improvement; updating process documentation as needed

As Recruitment Co-ordinator from October 2011 - December 2012
· Assist and coordinate with recruitment officer in preparation of manpower plan & accordingly prepare monitor and control, an efficient recruitment plan.

· Assist with the candidate screening and compliance process as needed. 
· Follow up with recruiters, candidates and hiring managers regarding outstanding pre-employment screening and manage each candidate’s pre-employment screen until job lifecycle is complete

· Provide administrative support and manager projects for Recruiting team on an as-needed basis
· Act as a liaison between Payroll team and vendors for the payment of recruitment invoices

· Publish National opening report to the US employees on a bi-weekly basis
· Participate in staffing, departmental and client-based meetings as needed

· Process payroll payment requests for employee referral amounts.
Organization: Sutherland Global Services
Project: Symantec Consumer Support/India Service Quality Management System

About the Organization: A leading global provider of outsourced, COPC certified Business Process Outsourcing (BPO) services, Technical Support Center.
As Functional Specialist/Quality analyst/ Technical Support Executive: Sep’06-Feb’11
Profile: Managing QA Team, Handling two teams of 20-25 members in a voice/chat based technical support environment. (Technical support India/Symantec Virus Removal Queue and Symantec premium Services Canada)

· Organizing Joint Monitoring Sessions among Team Manager, Group Leaders, Team Leaders and QA’s.

· Accompanying mangers with their Six Sigma Projects

· Training of new hires for 5 days about Quality Parameters, Transaction monitoring, Certification Process
· Conducting pre shift huddle for team to provide them latest product update.

· Mentor and assist associates for ramping up their performance curve.

· Assigning QA Mapping to the QA Team on a weekly basis

· Handling escalations from associates, unresolved issues escalated by the management

· Client calibration(Weekly twice)

· Audits and giving feedbacks to the technician based on their performance.

· Moulding the team into achieving their targets with all quality parameters’ followed.

· Publishing Weekly and Monthly achievement reports to the management 

· Tackling escalated issues from consumers on support and product related issues

· Keeping track of daily KRA’s and Targets

· Effective team management

· Updating the associates via emil on their daily performance

· Improving productivity in compliance with COPC guidelines

Academic Qualification:
· M.Sc Computer Science (2004-2006) from Holy Cross College (Bharathidasan University, Trichy) with 81%. 

· B.Sc Computer Science (2001-2004) from Shrimati Indira Gandhi College (Bharathidasan University, Trichy) with 72%.

· Pre-Degree 1st group, Maths (1999-2001) from Bharata Matha College (Mahatma Gandhi University) with 62%.

· S.S.L.C (1999 pass out) from Holy Family School with 75%. 

· Microsoft certified Professional (MCP) for Windows XP.

· Trained on SixSigma Yellow Belt & Green Belt Concepts.

Career Profile:
· Very fast learner, Self motivated, confidence personified individual

· Experience at working in fast paced environments, adaptable to changes.

· Detail Oriented, able to multi-task effectively

Reference:
· Will be provided upon request
Personal Profile:
Nationality: Indian

Marital Status: Married

I here by declare that all the information, stated above is correct, complete to the best of my knowledge and belief.







