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PROFESSIONAL SUMMARY


Dedicated Human Resource Professional with a zeal to explore the opportunities which will give leverage to my professional career.
SKILLS


· Talent management
· Organizational Development

· Human Resource Management 

· MS Excel
· MS Office
· MS Power Point
· Basel

· Regulatory Reporting

· Financial Risk

· Operational Risk

· SAS
· Management Information

· Stakeholder Management

· Team player

· Able to handle pressure

· Interpersonal Skills

· Flexibility and Adaptability

· Decision making skills

· Learning agility 

· Savvy relationship-builder

· Self-sufficient

· Excellent time management skills
WORK HISTORY


HR Analyst 
S.V Education Computer Training Institute –Maharashtra, IndiaMarch 2015 to July 2015
· Administering payroll and departments attendance lists 
· Working closely with Accounts for pay-roll check, Leaves, sick leaves and leave trackers (making sure that that each Department  has enough manpower at all times)
· Leave settlements and Final settlements processing.
· Employment certificates and pay slips issuing.

· Coordination between Office support staff (attendance, quality of work, punctuality, physical appearance and any issues related to office support staff)

· Processing company’s ID to all new joiners.

· Undertaking Recruitment for employees in absence of HR Recruitment Officer.
 Advising on pay and other remuneration issues, including increments, final settlements, promotion and benefits
· Coordinating training sessions between outside consultant(s) and employees.
· Investigating as per request of HR Manager/receiving employees complaints

Credit Risk Analyst – Regulatory Reporting
Barclays Shared Services – New Delhi, IndiaJanuary 2011 to February 2015
· Worked as a part of Capital reporting team supporting PRA, AXIOM, SARB reporting.

· Take part in the quarterly Implementation plans.

· Maintain Business reference data and act as a contact point for the changes.

· Actively carry out the UAT of the Implementation during monthly and quarterly.

· Perform Live proving of the system.

· Understand the reporting requirements from the business cluster units and effectively raise change requests and liaise with technology team.

· Deliver daily and ad-hoc reports to the business units through SAS reporting tool.

· Ensure smooth functioning of the process and compliance to procedures and policy guidelines Support and execute regular processing of data through SAS systems. Provide technical/business support for effective and efficient delivery of Business deliverable.

· Drive business and quality projects with the team and deliver productivity.

· Ensure adherence to Service Level Agreements.

· Act as the first escalation point for technical/business teams in support of the daily production run processes

· Work closely with the Operations Manager to achieve Quantitative and Qualitative targets specified by the Client Ensures timely, regular, accurate and complete E2E operation, including managing regular submission of templates and files.

· Identify and manages potential issues and risks associated with monthly run.

· Act as owner of issue resolution and first line of support for business

· Monitor adherence to working day timetable.

· Establish innovative systems and procedures for handling data & reports and continuously improvise on them.

· Build effective vertical and horizontal communication channels.

· Provide SAS extracts to Business Units on request.

· Communicate with stakeholders across countries within the Business Units the status and processes relating to the regular Operational Run Work closely with technology supplier in their processing of data files received and resolution of incidents.

· Ensure Client expectations of operational performance and efficiency are met

· Assist business units with the interpretation, calculation and reporting of warehouse information.

· Provide regular Performance MI and engage with the Business to share this information with them, and work with them to improving their processes.

· Act as escalation point for business operations teams.

· Provide training and support services to BAU staff and Business Clusters Business Operations, if applicable Conduct operational execution, attestation and effectiveness testing for controls framework including SoX control ownership.

· Plan & manage overall Business continuity planning.

· Review periodically the Risk and control framework.

· Contribute with critical functional inputs on the Operations Committee & Change Board.

Process Advisor

WIPRO – New Delhi, India                                       October 2009 to November 2010

· Responsible for software installation and wirelessfidelity configuration as per the user request.

· Resolution of the issues pertaining to software installation and wireless fidelity configuration.

· Handle new joiners within the team and act as a Subject Matter Expert.

· Write process documents and update the procedures.

· Conduct training sessions.
EDUCATION

Master of Business Administration – Finance
Sikkim Manipal University
Year of Completion - Awaiting Results 
Bachelor Of Commerce
IGNOU

Year of Completion – 2012
ACCOMPLISHMENTS


· Successfully completed Project on "Adjustment Control" wherein minimizing the number of monthly adjustment submission received from all business units for SAS engine processing , hence saving man hours and cost to the company.

· Completed "Digital Transmission Utility (DTU) submission" project which allowed business units to effectively submit the files hence mitigating the risk of data sharing and dependency , also saving man hours .

· Promoted as a Senior Business analyst on October 2013
ADDITIONAL INFORMATION


Nationality - Indian

Gender - Female

Age - 28 years
