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	Senior HR Advisor Benefits / Payroll, HR Management
 NGA HUMAN RESOURCES 
 Apr’12—May’15
 Work duties:
· Working for a Banking Client operating across US
· Processing of HR data Entry, Benefits Enrolments, Education Assistance Programme Applications, Pre- Approvals and Pay- out Requests.
· Executing all functions pertaining to payrolls which include computation of salary, incentives and other compensatory and benefits as per program requirement of the client
· Ensuring proper documentation and updating of records including Attendance, Leave, Leave Encashment, LTC and Personal Details
· Processing of Voluntary and Involuntary Terminations.
· Responsible for the process of Auditing the information entered in the HR Management System by the data entry team

· Responsible for the preparation of Arrears Report, Estate Planning Re-imbursement Report, Employee referral Report etc.

· Conducting Training Session for new joiners in the team











	
	

	DOB
	8th October 1988


	Gende
	Male


	Marital Status
	Married

	Nationality
	Indian





Will be provided upon Request.

I hereby declared that the facts furnished above are true and correct to the best of my knowledge and belief.
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CAREER SUMMARY





5+ years of work experience with expertise in Accounts Receivable Management, Medical Claims Management, HR Management, Client Management and Customer Service.�Strong leadership skills with proven results to achieve revenue goals and higher customer satisfaction levels.�Now looking for a new and challenging managerial or consultancy position, one which will make best use of my existing skills and experience and also further my personal and professional development. 








CAREER HISTORY





Team Lead/Mentor (Accounts Receivable Management)�IRIS MEDICAL SOLUTIONS PVT LTD�Jun’09—Jan’12�Work duties:


Working for Hospital Clients across USA�
�
Responsible for Medical Claims Management and Accounts Receivable Management�
�
Responsible for the co-ordination of outbound claim calls and ticket monitoring


Mentoring the team for efficient Claim Processing.


Responsible for streamlining the billing and collection operations of clinics based out of United States
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KEY COMPETENCIES AND SKILLS





PROFESSIONAL SKILLS


�
�
Strong decision making and problem solving skills�
�
Excellent communication skills, both written and verbal�
�
Able to motivate and lead others in a team environment�
�
An ability to build rapport and trust quickly with work colleague�
�
Able to prioritise tasks and workloads in order of importance


Effective administrative procedures


Accuracy and attention to detail


Flexible, open to ideas and willing to learn


Ensuring high levels of customer satisfaction


Track record of delivering results with deadlines


Sound knowledge of MS Office, SAP etc.
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PERSONAL SKILLS


Excellent organisational skills�
�
Able to tactfully deal with difficult and sensitive situations�
�
Influencing, persuading, coaching and negotiating skills�
�
Pro-active and self-motivated�
�
Ability to work under pressure�
�
Having the necessary drive and enthusiasm required for a tough competitive industry
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ACADEMIC QUALIFICATIONS





Mahatma Gandhi University�Bachelors Degree in Commerce (57%)�Bharathiar University�Masters in Business Administration (50%)





PERSONAL PROFILE
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