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EXECUTIVE SUMMARY
A dynamic professional with over 11+ years of experience in Management and Human Resources, who achieves unprecedented results through innovation, initiative and resourcefulness. Proven ability to work with senior management team to integrate the human resources function with overall business operating strategy. A natural relationship builder who enrolls others to support positive change.
	
	AREAS OF EXPERTISE INCLUDE
	

	- Operations Management
	- Employee Relations
	- Training & Development

	- Hiring & Retention
	- HR Policy Design & Administration
	- Compensation Administration

	- HR Audit & Compliance
	- Organization Development
	- HRIS Systems



EMPLOYMENT HISTORY

PIONEER SEO SERVICES – MANAGER HR |FEB’14 TO MAR’15
· HR Operations 
o Overall responsibility of man power planning, recruitment’s, operations, compensation benefits and administration. 
o  Developing the induction programs for new recruits. 
o  Oversee and negotiate employment, compensation & benefits. 
o Responsible for the entire PM process which includes employee validation, feedback discussions, ratings and promotion discussions with the leads. 
o Ensuring that all company policies and procedures are up to date in line with current employment law. 
o Responsible for implementing disciplinary and employee welfare policies. o Handling employee grievances. 
o Handling full & final settlement, Joining and exit formalities. o Careful attention to documentation and record keeping. 
o Manage the BGC process as per the different client requirements and ensuring there is no non-compliance. 
· Recruitment 
o  Strategize, initiate & organize walk-in interview process. 
o  Prepared Job descriptions and job specifications for all the positions in the organization. 
o Highly skilled at sourcing using Networking, Headhunting and direct market search strategies. o Responsible for detailed evaluation of candidates against specific requirements 
o  Liaise with the Project / Delivery Manager for conducting the interviews, as per requirement. 
o Keeps abreast of happenings in the field/industry sharing such knowledge with the team members in an appropriate manner 
o Circulate and share weekly recruitment status report with stake holders 
· Vendor Management 
o Liaisoning with placement agencies and agency evaluation. 
o  Flagging requirements to defined vendors
o Conducting meetings and conference calls with Premium partners for Job requirement 
o Discuss and validate received profiles 
· Training & Development 
o Consult with departments to identify training needs. 
o Oversee development of training programs, scope and course material. o Provided sexual harassment trainings to all staff members.

IGATE GLOBAL SOLUTIONS – DEPUTY MANAGER HR OPERATIONS|JUN’12 TO JAN’14
· Employee Management 
o Served as strategic consultant and HR Business Partner for IMS project comprising of 50 team members. 
o Facilitated the monthly rewards and recognition ceremony where top performers are rewarded and recognized. 
o Responsible for conducting skip level meetings with the team and sharing the feedback with the management. 
o Significantly enhance morale and employee development opportunities through one to one sessions or employee connect sessions. 
o Managed the internal quarterly survey, share feedback and prepare action plan. o Facilitate exit interviews and revert to business with feedback and action plan. 
· Performance Management 
o  Responsible for completion of Objective Setting / Self Assessment / Feedback. 
o Derived the entire PM process which includes employee validation, feedback discussions, ratings and promotion discussions with the leads. 
o  Sharing inputs for senior level promotions. 
o  Consult with departments to identify training needs. 
o  Sharing the Headcount and Exit dashboard on a weekly basis with all the stakeholders. 
· Audits & Statutory Compliances 
o  Responsible for all the internal audits on the HR processes. 
o Actively involved in all the monthly reviews and audits by the quality department. o Manage the internal quarterly survey, share feedback and prepare action plan. 
· Communication, Processes & Procedures 
o Spearheading fun & enthusiasm at work by accelerating the employee participation levels and thereby increasing employee satisfaction at workplace. 
o
Conduct focus group and skip level meetings to identify vocal and non-vocal concerns to dart resolutions.
o  Conduct investigations as needed to resolve conflicts and escalations and integrity concerns.

ERNST & YOUNG - TEAM LEAD HR OPERATIONS|JUL’09 TO JUN’12
· Served as strategic consultant and HR Business Partner for audit support function. 
· Responsible for sourcing, screening, interviewing and hiring candidates for audit support function. 
· Accountability in timely and accurate reporting to business and center team. 
· Initial work of automating all reports and efforts to reduce manual touch and man hours. 
· Handle confirmations, promotions, transfers and redeployment procedures. 
· Handle headcount and attrition reporting. 
· Set up a EWS (Early Warning System) that helped divide employees into 3 categories of Red, Amber and Green in terms of attrition. This enabled Managers and higher management to work with such employees in a proactive manner. 
· Best practice sharing program enabling employees from the floor act as HR Catalyst between HR and employees. 

STERIA INDIA - SENIOR PROCESS EXECUTIVE |JUN’05 TO JUL’09
· Provide guidance on personnel processes to employees and managers, support resolution of grievances, coach & counsel in case of problems / disputes encourage communication & employee participation in social events. 
· Participated in the formulation of policies and implementing them as and when required. 
· Develop and formulate staff handbook and induction materials. 
· Ensured compliance with Employment Acts. 
· Conduct exit interview and monitor employee exit, clearance management, feedback initiatives. 
· Evaluate and advise on employee training needs. 
· Communicate events and HR updates with projects. 
· Drove usage of E-Learning among staff. 
· Searching the right candidates through portals, direct calling and placing them. 
· Handled both internal and external audits. 
· Handled both voluntary and involuntary exits from organization 

WIPRO BPO – TECHNICAL SUPPORT EXECUTIVE |MAY’04 TO JUN’05
· Handling all hardware and software queries for Dell desktop computers. 
· Quickly and effectively solve customer issues related to hardware/software. 
· Maintain quality control/satisfaction records, constantly seeking new methods to improve customer service. 

EDUCATION
· MASTER OF BUSINESS ADMINISTRATION. 
· BACHELOR OF ARTS FROM DELHI UNIVERSITY - B.A (HONS) POLITICAL SCIENCE. 

TRAININGS
· Counselee Counselor Management Training 
· HR Recruitment Training 
· Team Leadership 
· Train The trainer 
· Goal Setting 
· Team Building 
· Mind Mapping 
· Managing Process Improvements 

	
	PERSONAL DETAILS

	Date of birth
	: 13/08/ 1983

	Marital Status
	: Married

	Nationality
	: Indian


