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                                     Seeking assignments in Human Resources with leading organizations

SYNOPSIS
· Dynamic, competent and result-oriented professional with experience in Human Resources
· Strong collaboration, team building, interpersonal and communication skills with proficiency at grasping new technical concepts quickly & utilizing the same in a productive manner 

CMS INFOSYSTEMS, Bangalore, India
Human Resources Shared Services team as HR Executive – June 2014 till March 2015
· Responsibilities Handled:

· Employee Benefit Management
· Reporting of addition and deletion of employee data to Third Party Administrator for all employee insurance benefits
· Share and verify employee wise deduction data with payroll.
· Co-ordination and Query management - Pan India for all medical benefits
· Follow-up with Third Party Administrator and employee for all claim related documents
· Sodexo Management
· Validation of list received from payroll - Pan India
· Place an online order for food coupons and gift vouchers
· Share the list with Regional HR and distribute the coupons 
· Confirmation
· Prepare thelist of employees due for confirmation - Pan India
· Share and follow-up with regional HR to close the confirmation on the portal 
· Closure of the transaction in the portal - Pan India
· Issue confirmation letter 
· Share List of Associate Technical Engineers to be regularised with regional HR - PAN India 
· Weekly reporting of confirmation status
· Query Management 
· Disciplinary Action
· Issue disciplinary letter - PAN India 
· Follow-up with regional HR and close the transaction by issuing cease of employment or termination
· Updating and maintaining  employee disciplinary tracker - PAN India 
· Separation Approval
· Approve separation as HR representative - PAN India 
· Send individual e-mails to manager/approvers to close the approval transaction 
· Query Management 
· Record Management
· Auditing of personal files uploaded by all regions - PAN India 

BIOCONPHARMACEUTICALS
HR Trainee – December 2013 till May 2014 
· Responsibilities Handled: 
· Custodian for completing joining formalities and verification of documents
· Executing induction process as per SOP 
· Employee file audit 
· Completing employee exit interview procedure and documentation
· Providing for document requests from employees 
· Maintaining of personnel files and updating employee master 
· Screening of applications for Internship 
· Sourcing, screening and short-listing resume for recruitment 
· Assisting on employee welfare activities 
· Admin responsibilities: Issuing lunch coupons and visitor’s pass

EDUCATION
· Master of Social Work 2012–13 - St. Aloysius College, Mangalore with First Class (70.5%) 
· Bachelor of Commerce 2010-11 - Mangalore University with distinction (84%) 
· Pre University (Commerce) - Mangalore University with distinction (89%) 

 PERSONAL VITAE
Date of Birth
: 11th September 1990
Languages Known
: English, Hindi, Kannada, Tulu&Konkani
Marital status                       : Single

Nationality                            :Indian                                                                                    

Visa Status                            : Tourist 
