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~ HUMAN RESOURCE GENERALIST ~ 
MBA (Human Resource Management) from Indira Gandhi National Open University in 2013
Profile Overview---------------------------------------------------------------------------------------------------------------------------------------------
· Exposure of maintaining healthy employee relations and handling grievances, thus creating an amicable & transparent environment, controlling attrition and building committed teams 

· Abilities in handling multiple priorities with a bias for action and a genuine interest in personal & professional development 
· Impressive career driven by a desire to be successful in all endeavors; an effective communicator with exceptional people skills with the ability to relate to people at any level of business and management

· Skilled in establishing a culture of excellence by establishing initiatives for continuous workforce development, process / actions improvement, etc.; deft at grasping new concepts quickly & utilizing the same in a productive manner



Knowledge of: Selection ( Training & Development ( Personnel Management (  Grievances Handling ( Employee Engagement ( Reporting & Documentation

~ Career Highlights ~

· Process Improvement or Innovation: Key role in saving cost cutting & time and maximizing customer delight (as they received refunds sooner) by making adjustments in EMEA ANZ Credit Card Refund Process, introducing Financial Service Request Form and adding on customer e-mail information (reduce efforts to call customers for receiving customer’s card information)


· Initiated cross-functions such as Credit Card Operations i.e. Cancel/Re-Enter, Restocking Fees, MNUG, etc.; process transfer of credit card operations for EMEA, ANZ & US-Canada Regions



· Brought positive changes in gift card functioning & processing, thus enabling the process to reach out to various functional teams to attain customer satisfaction


· Accredited with ‘On the Spot Award’, Sep 2013 ‘Extraordinary Performer’, 2012 & 2011 ; ‘Be the Reason’ Title, Nov 2011; One Upper’ Title for outstanding performance, 2011-2012


· Organized CSR Activities like: “Talent Run”-an event managed & organized with Arts, Crafts and Games for Special Children at Cubbon Park; "City Clean City Green"- an activity of cleaning & planting tresses within & around company premises; Volunteer in "Blood Donation Drives"

Career Review--------------------------------------------------------------------------------------------------------------------------------------
Financial Administration Associate ( Dell International Services 
Oct 2010 – Feb 2014

(Global Financial Services – US Fraud and Loss Prevention (Credit/Debit Card Functions) 
Key Deliverables 

· Training & Development: Trained new hires on credit card as well as gift card operations by developing training modules and updated them as per desired functional processes & requirements. Prepared presentations for training segments. Participated in organization’s level training sessions in order to improve modules & methods. Liaised with cross-functional trainers to develop innovative and systematic training modules.

· Employee Engagement: Initiated weekly team bonding, fun activities and fun games to enhance their efficiency & effectiveness. 

· Reporting & Documentation: Prepared monthly & daily performance reports and submitted them to management. Formulated weekly gift card reports; updated & reported on all gift card operations and cross team functions.
· Grievances Handling: Handled employee grievances thus creating an amicable & transparent environment; promoting employee communication across the organization. Ensured prompt resolution of employee grievances to maintain cordial management-employee relations.
· Credit Card Operations: Managed order releases, allocation and processing of credit card operations across EMEA, ANZ & US-Canada. Spearheaded charging & release of fast track orders for enhancing revenue growth. Managed credit refund requests and charge request across EMEA region; ANZ charging process.
· Dell Gift Card Operations: Oversaw gift card service requests; initiated training and gift card financial service requests and Gift card mailbox. Served as SPOC - CCOP Mailbox - escalation’s mail. Supervised functions like gift cad redemptions, refunds, replacements, consolidations and deactivations.
· Operations Management: Acknowledged financial service requests for US & Canada Regions. Ensured timely completion and evaluation of bulk orders of manual adjustments for US and MNUG orders. Maintained queues on current date & cleared backlogs within the required SLAs.

Internship------------------------------------------------------------------------------------------------------------------------------------------------------------
	Coordinator & Centre Head( Smart Potato - Academy of Creative Education

May 2010
	· Extensively involved in encouraging & motivating creative talents

· Spearheaded center for MAD Workshops

· Interactive sessions of music, dance and fun for various age groups of children

· Accredited with ‘Best Centre Award’ at state level

	Porcupine Castle, Coorg

Oct 2009
	· Studied & understood hotel management & internal operations and organizational structuring & functions


Credentials--------------------------------------------------------------------------------------------------------------------------------------------------------
· MBA (Human Resource Management) ( Indira Gandhi National Open University


2013
· Bachelor in Home Science (Mount Carmel College






2010

· Student Representative – MCC Home Science 

