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Overview:
MBA in HR with 5 years of experience in diverse HR & Admin & Operational roles such as HR Business Partnering, Recruitment, Talent Development, Performance Management, Change Management, Employee Relations & Compliance, Payroll administration, Compensation & Benefits, Leave Management & Attendance system, Succession Planning, L&D, HRIS & MIS systems, Process Improvements & Quality Control Operations with one of the leading Multi National Companies (Amazon.com Inc – Worlds largest online retail giant. USA based MNC)
Successfully handled multiple positions in Human Resource domain such as Recruiter, Recruiter specialist for Internal Job Postings (IJP’s), ERC Specialist where I handled and lead a team of 4 HR professionals

Expertise includes, but is not limited to:

· Accounts Receivable and Billing for payroll
· Accounts Payable & Bank Deposits

· Budgeting & Financial Account Analysis

· Bank Reconciliation & General Ledger

· Import and export transaction & Income statements

· Comparative income statement

· Cash flow & Fund flow Statement Analysis, & Ratio Analysis

· Cost sheet & Cash Budgets

· Payback period, finding ARR and IRR

· Interpretation and recommendation to management

· Business Development management

· Customer/Vendor Relations management

Professional Experience:
	Name of the Organization
	Designation
	From
	To

	Amazon.com
	HR Specialist II
	Feb, 2010
	Sept, 2014

	Amazon.com
	Contract CSA
	Nov, 2009
	Feb, 2010

	Roles and Responsibilities handled @ amazon.com as a Specialist

	HR Business Partnering:

· Providing end to end HR BP support to the complete site which consist the employee span of about 2800 Emp.
· Successfully handled a team of 4 diverse cross cultural HR professionals and guided the team to one of the best teams among the international network sites
· Collaborating with the international sites of different continents and helped them sharing the best practices
· Conducted talent assessment processes related to performance, development, succession planning, skill assessment & compensation with the respective stakeholders
· Analyzed business unit data to identify trends & behaviors. Worked with business groups and recommended innovative solutions to improve performance, retention & employee experience
· Led Change management initiatives, visual management, voice of the customer & communication on launch of various initiatives in Customer Service (CS)
· Grievance handling & Counseling and maintaining peace and harmony. Orientation of Policies & Reinforcements
· Designed a brief guideline document for Crisis Management

· Responsible for driving Early Warning Signal (EWS) & MIS reporting for HYD site.

· Assessed business units HR Training needs and conducted 1:1 and or/group training sessions as appropriate
· Coached managers & associates on HR processes, handling conflicts, having difficult conversations etc.

· Utilized various forums like open office hours, round tables, operating from the floor, brownbag sessions & Gemba Walks etc for driving employee connect & engagement
· Planned, organized, executed & measured various employee engagement activities for the entire site
· Applied Lean/Kaizen tools to improve both HR & Operations processes at Amazon.

· Participating in employee investigation process, prevention of sexual harassment cases, code of conduct violations, & redeployment cases & executive escalations
· Dive deep to understand issues and root causes to resolve employees needs and guide them to the resolution, even if not in their area of responsibility

· Driving site wide communications such as newsletter, EAP (Employee Assistance Program) initiatives, conducting health care camps etc.
· Training and Coaching the managers & associates on HR processes, handling conflicts & difficult conversations
· Co-developed the part-time employment model (flexible work arrangements) at the site
Employee Payroll & Final Settlements:

· Owner for all the monetary benefits from employee payroll to their final settlements for the entire site comprising of 2800 employees
· Worked for international sites (Cape Town & Cork) in setting up a structured payroll process at their sites
· Consistently topped the international network sites in-terms of the lowest payroll & Exit payroll error ratio
· Presentation of Payroll Analysis dashboard (month on month) to Head HR and Operations (PPTS)
· Data Base Maintenance (Payroll/ HC/ Workflow/ Exit Reports, Attrition Analysis, Concern Tracker etc)
Compensation & Benefits:

· Implementing, and managing salary classification and compensation programs with the stake holders
· Forecast budget for salary increases

· Administer and manage employee insurance plans

· Advising on salary increase requests & negotiate collective agreements

· Advising managers and employees on employment regulations, benefits and compensation policies, personnel procedures and classification programs

Performance Management:

· Handling the complete performance management and performance appraisal (Bi-annual process)

· Performance discussions with respective parties and help them improve their performance standards
· Annual Appraisal month on month basis with CNB & Operations
· Formulation and implementation of increments
Compliance Management:
· Conducting periodic internal reviews or audits to ensure that compliance procedures are followed
· Assess product, compliance, or operational risks and develop risk management strategies
· Conduct environmental audits to ensure adherence to environmental standards
· Identify compliance issues that require follow-up or investigation
· Disseminate written policies and procedures related to compliance activities
Attendance Tracking & Leave Management System Expert:

· Owner of the Attendance Tracking Server system for the entire site (2800 employees) and managed their leaves and other benefit components that contribute to the employee payroll
Skilled Operative:

· Capable to document, communicate, and explain the details of all key end to end processes and policies

· Redesigned workflow & work processes to improve the way the work gets done

· Completing the task with high level of accuracy and timeliness

· Providing Executive Assistant support to the Sr. HR Mgr (General Manager, International sites)

· Assist him in preparing correspondence and dashboards for meetings

· Help prepare the respective White Paper for various conferences
· Designing & creating SOP’s for all the HR policies,  processes & procedures
· Voice of the company-By conducting surveys & giving the feedback to  authorities

	Roles and Responsibilities handled in Recruitment

	· Coordinate with the business to identify & understand their hiring needs & determine the heads of our recruiting plans and ways to achieve it

· Handled end to end recruitment and lead the cross cultural sourcing team to generate leads for both volume and lateral positions & for both internal & external hiring

· Research and recommend new sources for active and passive candidate recruitment

· Proficiency in sourcing right candidates through various online sources such as job portal, social media networks 

· Closed various diverse open positions such as CS Manager, Workflow Analyst, Kaizen Promotion Officer, Instructional Designer, Language and Process trainers etc. 

· In-charge for designing and managing the total Recruitment Cost

· Identifying and focusing on opportunities for improving candidate experience

· Owner for Vendor Management, Campus Recruitment & Background verification checks


	Lead the below Lean & Kaizen/ Process improvement Projects

	· Succession Planning and implementation for Managers and Ops Managers (PAN India project)
· Engagement Calendar Kaizen to engage with the employees in a timely and scheduled manner

· Payroll Kaizen - Streamlined the complete payroll process and brought down the error rate from 7% to 0.6% (PAN India project)

· Final Settlement Kaizen to reduce the errors & overall TAT in the settlement process (PAN India project)

· On boarding Kaizen to reduce the on-boarding error ratio (PAN India project)

· Lead the recruitment automation project and successfully created CIF tool for hiring (PAN India Project)

· Internal Job Posting Kaizen to reduce the overall TAT by reducing the unwanted steps

· Walk-in Interview Kaizen for reducing the TAT of the interview loop for external hires

· Project on Diversity & inclusion focusing the company’s objective to become equal opportunity employer

· Project on measuring the Candidate Experience (external interview candidates)

· Reformation of dashboards and headcount reports

· Active member of the project on ‘HR Cross functional training’ at CS Hyderabad site

· HR Floor Walk – HR Gemba Walk – Came up with People Board

· HR Process Share-point designing, creating, implementing and executing for standardizing internal HR process


Professional Achievements:

· Organizing committee member of the Post Peak Party for both 2013 and 2014

· Active member of the Peak “Rewards & Recognition” committee for 2 years (2012 & 2013)

· ‘Customer Obsession Award’ - Twice for consistently maintaining “0” payroll defects & adherence to compliance

· Won ‘Owner of the Month’ award 4 times for various initiatives

· Built & streamlined several HR processes like On-boarding & NHO, Payroll process, Visual management, Lead standard work, NCNS, Exit Process, R&R for ERC etc. resulting in improving the efficiency of the ERC Team

· Got appreciation from business heads for successfully implementing various Automation processes for HR

· Came up with multiple innovative ideas and implemented the same which went on to become the best practices and were adopted by other national & international network sites

· After completing the contract period got selected into the HR team as Recruiter in 2010
Summer Internship Project during MBA:

Successfully completed the Summer Internship Project for 3 months from ICICI LOMBARD GIC, LTD. under the guidance of Ms. Mekala (HR Manager) in the year 2008

· Got exposed to recruitment by sourcing candidates with diverse backgrounds like Doctors, Lawyers etc.

· Promoted twice during the Internship & conducted Induction Training Program for the new joiners

Personality Strengths:
· Highly creative and intuitive problem solver, strong motivator, supervisor, and trainer
· Commitment to work and deliver results that furthers the growth of individuals and the company
· Highly organized and dedicated, with a positive attitude                                          
· Have excellent written, oral, interpersonal & communication skills
· Thrive on working in a challenging environment by understanding the business and planning accordingly
· Ability to handle team and also work independently
· Able to handle multiple assignments under high pressure and consistently meet tight dead lines
· Always willing to learn new things quickly and highly adaptable
· Personable, articulate, poised, and professional with both top management and support staff
Educational Qualification:
MBA in HR & Marketing (2007-2009) from Osmania University with 1st Class

Bachelor’s degree in Commerce (B.Com) 2003-2006 from Osmania University with 1st Class

Computer Literacy & Certification:
· Certification in Oracle Apps ERP (R12)

· HRIS, MIS System–PeopleSoft, Taleo, ICIMs, MRT, Versant Pro (Writing & Voice), Hawkeye, AT Server, HR Share-Point, Accounting & HR Software

· Windows & Proprietary Company Software

· MS Office applications (Excel/Word/Power point/Visio etc.),

· Typing Lower grade (Typing speed of 75 words per min)
Personal Profile:
Nationality


:
Indian

Date of Birth


:
1ST Dec-1985

Marital Status


:
Single
Sex



:
Male

Languages (Read & Write)
:
English, Urdu, Hindi & Telugu

Current Address


:
Dubai, UAE
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