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PROFILE

· Result oriented proactive individual, easily adaptable to changing environments
· Excellent communication skills, verbal as well as written coupled with good presentation skills
· Effective resource planning/optimization, enhancing productivity and profitability
· Good analytical skills
OBJECTIVE
To contribute with innovation, add value through expertise & leverage my knowledge in order to continuously improve processes.


· A dynamic professional with over 9 years of diverse experience into Human Resources, Administration, Talent Acquisition, Performance Management, Employee Engagement , Learning & Development,  Customer Service,  Client Relations & Project Management.
· Presently working with Quadrum Solutions Pvt Ltd, as Human Resource Manager.

· A keen planner with expertise in performance management & evaluation, recruitment, identifying & developing career progression plans, designing rewards & incentive system.
· An effective leader with exceptional people management & negotiation skills

· A team player with excellence in communications, capable of mentoring a diverse group of multi ethnic professionals & building effective working relationships across geographic and cultural borders. 

 
EMPLOYMENT CHRONICLES


· From Mar 2013 till date with Quadrum Solutions Pvt.Ltd as Human Resource Manager

· From June 2012 to Feb 2013 with Indo-American Chamber of Commerce as HR & Admin Manager.

· From June 2010 to May 2012 with Nomura Services India Pvt.ltd into Change Management team
· Feb 07-May 2010 with WNS Global Services as a Quality Leader
·  Oct’04- Feb 07 with WIPRO BPO as a ‘Quality Analyst'
· July’03 – May’04 with Vagus Infocomm as a Customer service Associate

Quadrum Solutions Pvt. Ltd (Mar 2013 till date)

Human Resource Manager: 

Quadrum  is a Knowledge Process Outsourcing firm specializing in Design & content services. Here, I am the single point of contact for 150 employees & responsible to manage their entire lifecycle in the organization – from Hiring to Exit.
Key Responsibility Areas (KRAs) include:
Recruitment/Talent management
Onboarding & Induction

Leave Management
Performance Management
Payroll Management
Employee Engagement

Database Management
Training & Development
Reporting & MIS
Job Description:

· First point of contact for HR queries. Handling the entire HR team and grooming the subordinates in their day to day work. 

· Create job descriptions based on requirements 
· Recruitment for all junior, mid and senior level positions within the given timelines
· Create recruitment pipelines in colleges and conduct campus recruitments yearly for various hiring various skill sets 
· Cost effective hiring through Job portals and Employee referrals. 

· Responsible for preliminary screening through tests & interview, salary negotiation for short listed candidates, Coordination of offers & joining. 

· Policy implementation through using creative methods and conducting policy refreshers
· Facilitate the induction program for the new joiners 

· Handling Employee Queries and Grievances regarding daily operations, leave and exits. 

· Rolling out Warning Letter / Termination Letter / Relieving Letter and Service Certificates. 

· Conduct attrition analysis and attrition reviews
· Address all complaints and queries raised for Salary Payout Issues, F&F Queries, Leave & Attendances Issues, on payment of incentives & Reimbursement. 

· Initiate & implement  various Employee engagement activities by creating employee engagement calendar 
· Work in partnership with line managers on performance management, employee relations, resourcing and staff management/development. 

· To maintain appropriate records, manual and electronic up-to-date and in accordance with Data Protection requirements. 

· Responsible for end to end Exit Management system by conducting Exit interviews. 

·  Present HR analytics in Monthly reviews
Achievements so far:

-  Hired over 150 talented people in the organization in the span of 2 years without any additional recruitment cost.

- Successfully implemented and managed the first ever Rewards & Recognition program at Quadrum.

- Automated the confirmations and variable payout system by regularizing the reporting.

- Successfully implemented the complete induction program – A 30 day program for all new joiners.

- Initiated CSR activities, employee engagement activities, Training calendar, coffee with management calendar.

- Revamped the HR manual, Performance appraisal system and the appraisal form.
Indo-American Chamber of Commerce (June 1st 2012 to Feb 2013)
Human Resource & Admin Manager: 
Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, training & development and employee relations. A single point of contact for all HR related activities & deliverables for all the 11 branches of IACC across India. Designing templates, trackers, SOP’s, policies and organization structure and conducting knowledge sharing sessions through webinars in order to communicate the new process
Employee Manual:

Conducted a Value Workshop & defined core values & corresponding behaviors at IACC for all employees
Recruitment & Selection

Career Development:
i. Career Progression process
ii. Internal Job Posting

iii. Training
Performance Management:

Rolled out the performance management process. The first goal setting exercise to be initiated in Oct’12

Defined measurement criteria’s for measuring performance

Introduced review & feedback cycles

Employee Engagement
Payroll Management
Leave Management Process
Other core areas – New hire orientation, Increment & appraisal processes, exit & separation process, reference check processes, maintaining employee records and employee files, introduction of HR module on the intranet website

Senior Business Analyst – Change Management Team, Nomura Services – June 2010 to May 2012
Role: 

 HR activities, Initiative& Other Tasks (Employee Engagement & CSR) :

· Resource planning & management

· Acting as a support function for a team of 70 employees

· Conducting employee engagement activities within the team

· Engaging the team in various team building, knowledge building activities

· Managing the quarterly events and townhalls

· Driving CSR events – Planning, coordinating, executing and managing all the CSR events

· Boosting the participation by sending feelers and creating interest about the events 

· Evaluating the options available within the organization and outside that can help the team add more value to their work

Self learning and Development:

· Investing atleast 6-8 hours in a month on self training in order to stay upgraded on domain knowledge through various learning tools available



Senior Executive – Project Management /Client coordination, WNS Global Services Dec 2008 - May 2010
Role: 

 1.) Project management & Client Interaction:
· Single point of contact for all transitioning related activities
· Creating a transition/project plan and working as a team with all the departments involved during transition (IT, Training, Operations, quality and work force management depts.)

· Reviewing all actionables until the project goes live
· Creating a transition plan to ramp up/backfill batches
· Handle client visits, prepare agenda & oversee logistics. 
· Co-ordinate with Process owners, Risk management team & client to ensure paper walkthrough

2.) Data Analytics 
Quality Leader, WNS Global Services, Feb 2007 – Dec 2008
 Transactional Quality: 

Key Accountabilities: 

· Meet SLA targets.

·  Meet & exceed the customer CRM scores through improvements in the team.

·  Perform measurement system analysis (MSA) for the identified CTQ’s.

· Regular process quality checks audits. 

· Report teams performance dashboards on a weekly & monthly basis. 

· Responsible for any change management process driving and implementing. 

· Drive continuous process improvement, best practices & idea sharing with the team. Appraise & support the QAE’s. 

· Hold quality meetings & conferences with the clients. 

· Manage & implement corrective and preventive action plan in the teams.

·  Complete ownership of CCRP and internal errors for the team

Trainings & Certifications:
· Six Sigma Yellow Belt

· ISO Advance 9001:2008 & 14001:2004

· Sigma Toolkit – Process Mapping

· Sigma Toolkit – FMEA

· Leadership Excellence Achievement Program


Quality Analyst, Wipro BPO, Oct 2004 – Feb 06.

Process:


United Health Care – Customer Service (leading medical insurance provider in USA) 


AWARDS RECEIVED

Quadrum Solutions Pvt Ltd: Outstanding Performance  for consecutive 2 years
WNS Global Services:  Best Quality Performer for a quarter
Wipro BPO: Best QA awards consecutive 3 months 
· Certificate of Excellence: From the Vice President, for Outstanding Performance in Quality Assurance.

· Letter of Appreciation: From the Senior Vice President, for outstanding performance as a representative (CSA).

EDUCATION

2010 -2013:  M.B.A in Human Resource Management from  K.J. Somaiya Institute of Management & Research

2006 – B.com (University of Mumbai)
2002 – S.I.E.S college of Commerce
2000 – St. Joseph’s High School. 

Other Interests
· Driving CSR activities at Somaiya’s Institute of Management Research & Studies

· Have done a certification course in Nutrition, Diet & Fitness from Tulip International
· Have always participated in the events in Colleges and at work place.

PERSONAL DETAILS


Date of Birth: 4th Jan 1985.

Sex: Female
CAREER CONSPECTUS








