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Monika 
Monika.232261@2freemail.com 


	CAREER OBJECTIVE -To use my skills in the best possible way for achieving the company’s goal.
· Graduate with PGDHRM from NMIMS with 11 years of experience in multifunctional roles in BPO/KPO/HRO   
Key Skills.
· Transition and HRO
· Quality & Risk and Compliance, Internal Audits, ERP Systems.
· Setting up new processes and deploying SOP’s.
· Establishing process guidelines and work instruction manual.     
· Quality professional with exposure in process mapping, process improvement, Lean etc.                                                                                                       

                                                                                                                       




Key Skills & Competencies
	· Quality & Risk & Compliance 
	· HR & Risk Audits
	· Process Mapping

	· MS Office
	· Effective Communicator
	· Detail Oriented

	· Time & Motion

· Process Documents/SOP’s

· Identification of Operational Risks
	· Out-of-box Thinker
· Transition /HRO

· Psychometric testing
	· Multi-Tasker

· Change Management






OCCUPATIONAL CONTOUR


A. WNS Global Services ( Mumbai, India)
     Designation: DM – BU Risk & Compliance Team              Period: 7th December 2012 – Till date
· Ability to simplify and articulate risk concepts to others in a meaningful manner.

· Identify the most significant operational risks or trends and evaluate the effectiveness of risk mitigation projects and corrective actions.
· Conducting IJP(Competency Based Interviews) for the selection of right candidate.

· Identifying new risk areas and ensure their evaluation through scenario analyses when appropriate.

· Expose employee fraud, waste, and recordkeeping errors.

· Implement effective internal controls because such measures ensure compliance with regulatory requirements, timely accurate reporting, elimination of fraud, waste, unauthorized access to and use of assets, misuse of resources, and fulfillment of management objectives.

· Work with key mangers in all regions to champion the effective use of the ERP system.
· Handling queries, push for closures by interacting at all levels internally within the business.
· Monitor the status of projects to ensure documentation is submitted according to schedule and complies with established guidelines.

· Perform Monthly audits to keep a check on quality of documentation ( QSD, FMEA ect) and make sure Operational Risks are highlighted on timely basis.

· Process mapping for different process as per requirement.
· Worked on Lean Project and doing Value stream mapping for a Travel process (Voice process)

· Process mapped for F&A (Travel Process) and HR process.
· Leading VSM (Value Stream Mapping) weekly review calls with clients.

· Coordinating with different teams in regards to collection of data for process mapping.
· Facilitate Lean implementation through opportunity identification, solutioning, mentoring etc.
· Finding the PI opportunities and suggesting improvements.

· Data Analysis as per the requirements.
· Conduct line of business Compliance related Training when necessary

· Interface with senior and middle line management making decisions independently but discusses unusual or complex issues with compliance management.

· Carrying out Time and Motion Study in various departments of the organization in various locations(Mumbai,Pune)
· Ability to interact with all levels in the organization

B. Jardine Lloyd Thompson ( Mumbai, India) 

Designation: Senior Associate HRSS        
             
       Period: Feb 2009 – Aug 2012
· Working on Oracle in regards to New Starters.

· Working on Employee Electronic file to ensure all documents are on place.

· Preparation of work instructions, Manuals by using MS office programmes.
· Working on a new version of Oracle, Work life (ERP System) and following up with other teams in regards to the system improvement.

· Induction and orientation, Exit interviews
· Policy implementation

· Detailed L1, L2, L3 process map creation and documentation for newly transitioned processes.
· Identifying non – value adds

· Identify opportunities for improvement and suggest/implement/changes in work instructions/ DPM

· Employee relationship management

· Audit if employee files/electronics documents.

· Identify top consultants and align them to business appropriately.

· Understanding the requirement from various departments

· Posting the advertisements in different job sites (Naukri / Monster / Times Jobs)

· Coordinating with vertical heads

· To ensure that the Quality standard is maintained as per the Client and the Company’s requirements.

· Ensuring antecedent checks are carried out

· Taking interviews, arranging their technical test and technical interviews

· Discussing the offer (In terms of commitment & pay package)

· Preparing offer letter & appointment letter

· Preparing MIS reports on a daily and weekly basis

· Overall administration and Employee Engagement

C. Capita India Pvt Limited  ( Mumbai, India)
Designation: Process Associate (Back office)
                 Period:  Nov 2007 – Feb 2009
· Worked for the process CSIPS (Capita Self Invested Pension Scheme)

· Handling the pension plans for the new Clients and setting new accounts for them

· To handle contribution and transfer payments of existing Clients.

· Drafting of letters to Independent Financial Advisers and Clients


D. First Advantage Quest Research ( Mumbai, India)

Designation: Senior Associate (Reference Checks)            Period:  June 2006 – Aug 2007
· To coordinate with other departments that is, employment team, checking team, dispatch team etc in case more data is required, to make the reports.

· Coordinate with the trainers and team leaders and thereby being updated with the latest information.

· To inform team members about the new client updates by mail.

· To ensure that the Quality standard is maintained as per the Client and the Company’s requirements.


E. Zenta Pvt Limited ( Mumbai, India)

Designation: Senior CRA

          

      
      Period:  Nov 2002 – June 2006
· To take team briefings in the absence of team leaders.

· Handling sales and customer service for different processes.
· Update the team about their sign in duration during logging time.

· To maintain quality as per the requirements.

· To go on sessions where client listens to the live calls. 



ACADEMIC QUALIFICATION
	SCHOOL/COLLEGE NAME
	QUALIFICATION
	YEAR

	NMIMS
	PGD IN Human Resources
	2009 – 2011

	Nirmala Niketan Polytechnic College
	DIPLOMA –Textile Designing
	2000 – 2002

	Pdt. Ravi Shankar Shukla University
	Bachelor In Arts
	1997 ​-   2000



      CERTIFICATIONS
· Practical Training in Generalist, Recruitment, Payroll from SARK solutions limited, Mumbai 

· Six Sigma Green Belt from ISI, Mumbai

· Competency based Interviewer (Strategic Talent Acquisition & Retention Skills) from WNS.



COMPUTER SKILLS
· Excel, PowerPoint, Outlook, MS Visio, Oracle
· Typing speed – 35 WPM


