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Objectives:
       I am committed to hard work, Mobility and willingness to adjust to various demanding environment and motivated to achieve goals. Ability to work in teams and co-ordination. And also seeking a Challenging and stimulating opportunity in an Organization which utilizes my skills and provides me with a Continuous Learning and Development opportunities.
Summary:
1.) SAP HR Experience : ( 17 Months) India
              Have 17 Months of SAP HR End User Experience.
2.) BPO Experience : (5 Years & 11 Months) India
 Have 4 years of Airline Ticketing Experience.
 1 Year in Canadian Bank and 11 Months in Insurance 

       3)   HR & Admin Officer (Joined on 1st March 2015) in Dubai

Professional Experience in SAP HR ADMIN:

1. Company

: Vodafone India Limited (EON – Kharadi)  
Duration 

:  11th March, 2013 to 21th October 2014

Designation 

: Executive HR (ADMIN) in HR Shared Services Centre
Location 

: India

Client


: India Market (Gujarat, Haryana & Andhra Pradesh) also worked as a backup
    



                 Source to other 20 Circles in Absence of other Circle SPOC. 

Human Resource – Sub Modules worked in Vodafone India Limited(HR Shared Service Centre) :

i) Maintaining Organization Management Structure (Reporting Manager Changes, Position Creation, Org Unit Creation, Maintaining Relationship with Objects & Positions, Vacant Position Clean up)

ii) Complete Hiring on SAP post the Background Check, also Handled BackGround Verification Process.
iii) Updating Leaves (PL, CL, SL, UPL, ML’s), Modifying Leave Quotas.

iv) Handled the Annual Salary Review Activity & Bonus Pay Activity.
v) Location Creation, Function Head Mapping, Transfer In of an Employee.
vi) Changing Location, Sub Functions & Functions, and Cost Centre Codes uploads.
vii) LSMW of Salary Changes & Designations uploads at the Time of Promotion Activity

viii) Bank Details Updation, PAN No. Updation, PF Nos. Updation, Mobile Number Updations.
ix) Tracking of Resignation Triggers received apart from Normal Processing.
x) Worked on Microsoft Outlook for replying  Employee Queries Related to Policies & Procedures, Transfer In & Out request, to perform changes in Organization Structure, salary Issues, Paid Leave Queries, and also reverting with a  reply & issuing Visa invites and Visa Letters, Appointment Letter on request.
2. Company

: Exactus Systems DMCC & Business Systems DMCC

Duration 

:  01ST March, 2015 to Till Date

Designation 

: HR & Admin Officer for Both Companies

Location 

: DUBAI, UAE

Job Profile


   


HR Related Activities: 

1. Posting Adds for the Positions, Screening Resume, Interviewing Employees, 

2. Applying for Visa for New Joiners, Inducting them, Visa Cancellation,
3. Tracking the Employee requests of Cochin Office as well as of Dubai Office for both the companies.

4. Taking care of all approvals e.g: expenses, leaves, salary transfers.

5. Standardizing the forms & procedures in the company.

6. Tracking Attendance, Also looking for any special requirements.

7. Grievance Handling in co ordination with the Director of the company.
8. Handling Exit Formalities.

Admin Related Activities:

1. Booking Tickets for New Employees

2. Looking after Trade License Renewals, Insurance of Employees,

3. And also Renewal of All documents required for trade License Renewals.

4. Co Coordinating with DMCC for any new requirements need to be implemented in the company.

5. Looking after the Pantry, Filling the Glossary for Pantry, Renew of Fire Extinguisher,  

6. Maintaining Stock of Stationary, petty cash, Releasing Expenses,

7. Filling the Documents, Maintaining the Employee Record Files, Standardizing new Formats of all Forms. Booking Car Rental for Sales Team as well as payment Tracking.

8. Leave Tracking for all Employees.
                                   Other Activities Handled Apart From HR & Admin:
1. Handling Bank related Activities (Depositing & withdrawing funds as when required for the Director of the Company).

2. Follow up with the company clients for the payments against Invoices.
3. Keeping track of all the Post Dated Cheque deposits.

4. Cheque collections from the Clients Site.

5. Attending all the incoming calls.

6. Making the telesales calls and fixing the appointments for the Sales Manager.

7. Verifying all the Monthly Expenses received from the Sales Team.

8. Making the Bill Payments ( DU,DEWA,PDC & Cleaner)

9. Maintaining co-ordination with Cochin office for their Monthly Expenses & Salaries.
Professional Experience in BPO:
1. Company Name : WIPRO BPO, Pune

Designation:  Senior Associate 

Period:  16th October 2006 to 18th October 2008.

Process: Delta Airlines

                      Location:  India

Job Profile: Providing Customer Services to US Clients, Make Reservations, Floor Supervisor,        Handling a Team of 20 ppl and assisting them with their queries, Achieving all Targets of Credit cards and Car Rental sales. also handling baggage queries, In-flight Service Information’s, Compensations, Reimbursement, & complaints through emails (Outlook).
2. Company Name:  Mphasis & HP Company, Pune 

Designation:  Senior Customer Service Officer 

Period:   23rd February, 2009 to 6th January, 2010

Process : Libra , Canadian Banking Process

Location:  India
Job Profile:   Providing Customer Services to Canadian Clients, Making Bill Payments, Credit card Payments, Handle Mortgage Queries and Payments, Offer Personal Loans and achieve the sales Targets, Training New Candidates on the Floor.

3. Company Name : WNS, Pune 

Designation :  Senior  Customer Service Advisor 

Period:   7th January, 2010 to 8th November, 2010.

Process : AVIVA Insurance
Location:  India 

Job Profile: Handling Queries on Emails received from the Clients and provide the services upon their request, Change of an Agent and confirm back to clients. Achieved the Targets of responding Highest Number of email requests within the Team. 

4. Company Name : Ventura (Capita), Pune
 Designation : Senior Executive – Customer Management
 Period:   22nd November 2010 to 31st December 2012
 Process : BMI Airlines Process 

Location:  India

Job Profile : Providing Customer Services to UK Clients, Making Reservations, Floor Supervisor,  Handling a Team of 30 ppl and assisting them with their queries, Achieving all Targets of Car Rental sales, Baggage Queries were answered on Emails as well as over the Phone. Worked on emails through Outlook for Flight reservations, Chauffer Drive reservation confirmations, and schedule change confirmations, flight confirmation emails, handled complained queries.
Educational Qualification:
	Exam Passed
	School / College
	YEAR Of Passing
	Marks Obtained

	MBA(HR)
	ICFAI
	2012
	Ist Class

	B.H.M.C.T
	AJMVPS'S
	2006
	1st Class

	H.S.C
	S.N.D.T
	2002
	2nd Class

	S.S.C
	JES High School
	2000
	2nd Class


More About Me :
1. Strong negotiating & networking skills demonstrated win-win compromises, Exceptional relationship management, presentation skills with ability to relate to people across all hierarchical levels in the organization and to build partnership with vendors and colleagues within the HR function. 

2. Self-motivated, goal oriented, responsible, and persistent with the ability to work well under pressure Strong adherence in meeting deadlines and manage multiple priorities, go getter with positive ‘can do’ attitude, highly adaptable with demonstrated professionalism, exceptional organizing, great eye for detail, a team player with leadership qualities and the ability to build and lead effective teams. Analytical and meticulous in work .

Achievements:
1. Awarded as a Best Employee of the Year (Wipro)
2. Was Rewarded as Best Quality Guru in Vodafone India Limited
3. One Process Improvement Idea was approved and was successfully implemented (Vodafone)
(Benefits: Cost Saving, Eco Friendly Co., Energy Saving, Data Security & High Level of Confidentiality) 
Personal Details:
Hobbies 


: Reading about Human Behavior, Inspirational Books and Listening to Music

Languages Known
: English, Hindi & Marathi

Gender 


: Female
Marital Status

: Married
DOB


: 7th November 1983

Identification Proof 
: Pan Card & Passport 
Current Location

: Dubai UAE on Husband Visa
Declaration: 

                I assure that all the information given above is true to the best of my knowledge and belief.

