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	OBJECTIVE


To associate with an innovative and vibrant organization, this allows me to put my competencies to the best use, to add value to the organization and contributes to my overall growth as an individual.  Proficient in Absence Management and End to End recruitment activity.  

	PROFILE


JECTIVE 
A  Senior Analyst with 7 years of experience in the industry.  Proficient in Absence Management and end to end recruitment activity.  Strong ability to collaborate, provide expert advice and guidance to Clients/ Case advisors in the Leave of Absence and Recruitment domain.
	PROFESSIONAL SKILLS & ACCOMPLISHMENTS 


Postings:
· Registering ourselves to various job sites.

· Getting the Hiring Manager`s approvals for any postings that involve costs.

· Postings of requisitions on various job portals.

· Liaise with third party vendor for any campaign request.

· Sending Monthly report to the Service Delivery Lead with postings/campaign made, to charge the client.

· Keeping the process documents up to date.

· Training new comers.
Screening and Interview Scheduling:
· Contacting applicants and Human Resource Business partners and Line Managers to schedule interviews

· Both e-mail and telephone correspondence is done to "make the match" between the two parties.

· Make the required travel arrangements as per the candidate and employers convenience 

· Arranging Telepresence rooms/conference rooms bookings.

· Make modifications to existing interview schedules if changes arise at the last minute.

· Send out the confirmation emails to the interviewers and the Candidates with details regarding the interview.

· Conduct telephonic screening to ensure the candidate meets the required Job Description Criteria.
Background/Reference checks:
· Initiating background request for new hires.  
· Pulling the individual background reports of the candidate from the VIAM tool and sending it to respective recruiters.
· Managing the status of those reports on excel sheet, and sending these consolidated report to the onshore recruiters.
· Reaching out to the candidates or VI for clarification/additional information as and when required.
· Call Employer to verify employment.
University Relations (UR):
· Create and cancel requisitions

· Postings of requisitions in the Job Sites.

· Generate offer Letter and sending them to the candidate.

· Manage the Onboarding activities for Interns, Co-Ops and Full time employees.

· Initiate background check for the selected candidate.

· Reaching out to the client for Onboarding sheet details required for setting the candidate in PeopleSoft.

· Validating the Onboarding sheet details with data in PeopleSoft and reaching out to the client for any discrepancy in the data provided.

· Verifying all trackers are in place and that the information therein is recent and up to date.

· Sending report to the client providing status of the where the candidate stands before their start date.

· Reaching out to the HRBP and Director for contingent start approval.

· Liaise with the background team for any information that prevents the background from moving forward.

· Informing Payroll of the allowance details for interns.

· Follow up on Pending background check.

· Call candidate for rescind offer.
Absence Management:
· Deliver process training to train new Case Advisors, keep the team updated of process changes and assist in implementation of change.

· Offer effective solutions to clients/employees when dealing with cases which can be complex and non standard on a daily basis.

· Assist the team lead in identifying improvement opportunities from root causes of service issues and manage escalation calls. 

· Support the Team Lead to ensure all internal measures, client measures, compliance requirements are met and requests are processed in accordance with steps defined in the work instructions.

· Demonstrate an understanding of Leave and Absence Administration/ Service Elements including Client Policies, State or other regulation to assist case advisors.

· Ensure availability of day to day operational statistics and escalate any potential/current process issues to the Team Lead.

· Perform weekly random audits for other team members to ensure no misses within the process. 

· Review team member’s cases against quality criteria and internal measures, SLAs, assist in identifying improvement areas and providing Quality Assurance feedback.

· Leads and sustains a positive work environment that fosters team performance through own work and behavior.

· Practices Operational Excellence and provides inputs as a Process Expert.

	WORK HISTORY


· Accenture                                                            October 17, 2007 – November 28, 2014 
· Absence Management – Analyst
· Recruitment – Analyst

· IBM Daksh                                                          August 1, 2005 - February 12, 2007
· Customer Service Representative 

(UK Bank)
	EDUCATION


· Completed 10th (SSLC) in 1999, MBOSE
· 10+2 (Commerce) in 2001, MBOSE
· Bachelor in Commerce (2005), North Eastern Hill University, Shillong, India 

	CERTIFICATION


· Advance Diploma in HR Management (Recruitment, HR Generalist, Payroll)
· Train The Trainer 
· Step Up – Get Ready to lead
· Supervisory Skills
· Fish Workshop
	PROJECTS


· Was chosen as a Knowledge Transfer resource for 2 deals. Wherein I went to the client location for the knowledge transfer and came back and conduct the Reverse Knowledge Transfer and designed the work instructions.
· Both the projects Reverse Knowledge transfer was completed and went live successfully.

	SSOFTWARE/COMPUTER SKILLS


· Proficient in Microsoft Office, MS operating system, electronic mail and internet. 
	PERSONAL INFORMATION


Date of Birth

: 16 November 1981

Nationality

: Indian

Marital Status

: Single

Languages known
: English, Hindi & Khasi

Hobbies

: Music, Traveling, movies.
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