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                                                                 On Long Term Visit Visa – Can Join Immediately
CAREER OBJECTIVE: To obtain a role that will enable me to use my academics, organizational skills, and my ability to contribute to the business.
	CAREER SNAPSHOT

	TCS E-Serve
	Officer
	Feb-2008 to July-2010

	L&T (B&F)
	Graduate Trainee
	Nov 2010 to July 2011

	 M.A HR &OD 
	Student
	2011 to 2013

	CSC (Corporate Shared Services India)
	HR Associate
	Aug 2013 to March 2015


Professional Highlights:

CSC (Corporate Shared Services India)

(Aug 2013 to March 2015)
Associate - Human Resources
Duties:
· Processing general personal administration and counseling employees on benefits-related programs and transactions.
· Catering to all the Indian, Middle East & South African Employee queries regarding On-boarding, Payroll, Rewards, Reimbursement, Statutory Benefits, Medical insurance and full & final settlement.
Key Responsibilities handled:
· Responsible for addressing employee grievance related to various HR Policies queries and providing solutions to employees.
· Extensive knowledge of the standard terms and conditions of employment

· Presenting information in forms, tables and spreadsheets

· Handling Employee’s Full & Final Settlement, Exit Interview process
· Strong customer service orientation (i.e. empathetic, displays patience/understanding, listening skills). 

· Organizing internal training programs and getting feedback from employees.
· Performed executive level administrative support and scheduling meetings and conferences by managing Outlook calendar.
· Contributed to HR special projects both at team level and organization level.
· Facilitate and Assist with new hire and benefits orientation sessions held monthly

Larsen & Toubro (B&F)

(Nov 2010 to July 2011)
Graduate Trainee - Human Resources 
Duties:

· Carrying out Entire recruitment Post recruitment activities.

· Responsible for employee promotion and performance appraisals.
· HRMS Database Administration
· Time Management
· Performance Management / Appraisals
Key Responsibilities handled:
· Planning human resource requirements in consultation with heads of different functional & operational areas, organizing the interviews and induction programs.
· Arranging for technical panels and coordinating at all levels of Interviews. 
· Induction & Mentoring of new employee within the organization standard.

· Preparation of Performance Appraisal format of different levels.
· Provided employees information on HR policies and processes, e.g., payroll, benefits, leaves, HRIS, exit interviews, new hire orientations, and provided counsel to management, employees and HR colleagues on the above.

· Maintaining Time record and Leave records of employees.

· Maintaining Personnel file of worker/employees.
Tata Consultancy Services: E-Serve
(Feb-2008 to July-2010)
Officer

Duties:

UK Egg Bank transaction – 

· Customer Query Management

· Funds Deliverable to customers

· Quality: Ensuring 100% accuracy in every transaction

· Organize training manuals

Key Responsibilities handled:

· Involved in Non-Voice operations – customer queries and complaints handled through emails and letters.
· Preparing and maintaining various MIS Reports like Tracker sheet, requirement and offer reports, to be sent to delivery heads and top management
· Followed up ensuring relevant actions were taken on clients complaints
· Handled escalated and upset calls, maintained and updated the outbound call reports
TECHNICAL SKILLS:

SHRM, SAP, Citrix, Lotus Note and Windows Outlook.

INTERNSHIP:
Hyundai Motor India Ltd 
Collection of Job Responsibilities and Duties from Employees at all the levels for tracking repetitive work and better work efficiency
LiteOnMobiles 
Assisting the HR Manager in planning and implementing OD interventions, Viz. Employee Suggestion Schemes.
Taj Connemara 
Organized 2 CSR activities, Document verification and Audit work.

Lafarge
Event planning for Lafarge South Zone Sports Match & Assisting in Recruitment process.

Rane
Preparation of SOP, Kaizen & Internal Monthly Magazine / OD initiatives.
Flextronics
Internal Customer Audit / Factory license Process Flow / HRIS Updating.
Educational Summary:

· M.A HR &OD | Madras School of Social Work | 2011-13.
· B.COM | Madras University (Jaya College of Arts and Science) | 2004-07. 

FORUMS & WORKSHOPS:

· Student envoy @ Students forum, Senate 2012-2013 for Organization Development Study Circle 
· Placement coordinator, 1st MA-HROD, MSSW Placements Cell, 2011-2012
· Attended workshops on: Stress Management, Body Language, Goal Setting
· Attended “HR Symphony 2012” Annual symposium conducted by the department of HRM
PERSONAL INFORMATION

· Date of Birth: 

08.11.1986
· Nationality:

Indian

· Languages Known: 
English | Hindi | Malayalam|Tamil
· Marital status: 

Single
· Visa Type:                            Long Term Visit Visa
Thanking you for your time in going through my profile

Place: Dubai, AL Barsha
Date: 
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