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	OBJECTIVE


To get a platform in an emerging and growing company with an attitude to adopt new challenges and keeping its values and utilize my full worth using all credential, analytical and professional skills. Enhance my abilities to contribute towards the growth of the industry with utmost sincerity and hard work. 

	EXPERIENCE


1. Capita India Private Limited (From 3 December 2012 till 8 June 2015)
Designation: Sr.Executive Insurance
Responsibilities:-
· Worked as an Insurance Executive for Prudential UK
· Calculation of Tax Free Cash available in the Pension Fund
· Corresponding with the member in regards to their Insurance and pensions
· Processing the Transfer-in and Transfer-out of the funds on the pension
· Adding and reducing the premiums on the pension policy
· Preparing the pre-sale and post-sale illustrations of funds for the client
·  Reviving and increasing regular premiums on the policies and also adding regular and single premium top ups on the policies

· Checking and Auditing work that other team members do

· Conducting training activities for new joiners

· Updating Business Process Manuals for Personal Pensions New Business

· Updating New Business templates with any process change..

2.  Firstsource Solutions Limited (From 23 November 2010 till 17 November 2012)
Designation: HR Associate (Employee Engagement& Relation)

Responsibilities 
· Schedule the induction program with all department 

· Handling entire Training employees i.e. from Induction till they hit the BAU floor

· Daily interaction with management & employees with regard to employee issues

· To provide support to Team Leaders in dealing with employee relations and communicate on disciplinary rules, handling grievances and absence management

· Organizing various programs for the employee engagement activities and also various initiatives taken for the motivation of the employees

· Arrange get together, birthday celebration

· Tracking of PIP Counselling and being part of PIP / Counselling. A separate file maintained for PIP/ Counselling. Conducting R& R every month

· Batch visits in pre-process &process training

· Batch visit tracker maintained for new batches

· Attrition target (4% BAU Voluntary)

· Welcome note in induction & Embark feedback form

· To maintain call back tracker

· To prepare HC Report of all process and publish every week

· Conducting graduation ceremony for employees who hit BAU

· Conducting fun activities on every Friday & Saturday for employees

· Conducting skip meeting with employee, team leaders in every quarter
	ACADEMIC QUALIFICATION


· Completed Bachelor of Commerce in 2011 from University of Mumbai.

	COMPUTER SKILLS


· Computer course in MS – CIT
· Tally

· Ms Office

· PowerPoint
	PERSONAL DETAILS 


Strength: Good Managerial & Interpersonal Skill, ability to learn and adapt quickly, hardworking, Team/People & Performance Management.
Languages known: English, Hindi, Marathi and Tulu 
Date of Birth: 10 July 1989
Nationality: Indian
Marital status: Single
Hobbies: Dance, Music & Bowling
I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.
