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	Personal Details :





Personal Data:


 

Marital Status

: Single




Nationality

: Indian

	Career Objective :


To apply for the operational skills that I have attended through my work experience and Education. My aim is to constructively contribute to the growth and advancement of both the organization and me. 

	Professional Profile :


· Organization: Virtual Marketing (India) Pvt. Ltd. 

· Designation: Executive - Events 

· Duration: Jan 2001 - November 2003

· Organization: BCPL (Bangalore Central)

· Designation: Counter Sales Executive

· Duration: Dec 2003 – Dec 2004
· Organization: First Source

· Designation: Sr. Customer Service Executive

· Duration: Dec 2004 – Feb 2006

· Organization: Aegis BPO (Yahoo)           
· Designation: Sr. Customer Service Executive

· Duration: Apr 2007 –  Nov 2007 

· Organization: Mphasis an Hp Company 

· Designation: Sr. Officer (Hr Operations, HR Helpdesk)
· Duration: May 2008 – Apr 2011

· Organization: Pace Events 

· Designation : Manager - Business Development
· Duration: May 2011 – Till date

Role & Responsibilities

· Employee Relations - Grievance Handling & Disciplinary Action: To receive and process phone and email enquiries received through the HR Helpdesk in accordance with customer care standards.
· Listen to employee concerns and help meet their needs. 
· To manage enquiries and requests for information/action in a timely manner in accordance with procedures and quality standards and refer complex enquiries/issues on the below head and subheads.

· Basic Policies such as Hand book Acknowledgement, recruitment policy, advances, benefits, leave & holiday, relocation, Separation policy, transportation etc..
· Releasing letters i.e, Reliving & service, Relocation, work assignment, invitation, disciplinary, AWOI etc.
· Based on the company policies any discontent or dissatisfactions among the aspect (Employee Promotion, disciplinary action, Increments, Fines, Leave, recovery of dues, condition of work, etc) of the organization has been dealt with.
· Collect & verify all educational & employment documents.
· Background Screening Initiate background Verification for all new hires with the outsourced agency according to project specific requirements, ensure the background verification reports are received on timely basis. Incase of discrepancy share the screening reports with respective functional/operational heads for further actions. 
· Sharing timely reports with the functional/operational heads to ensure genuineness.

· Full & final settlement: Ensuring employees get clean and clear exit with the reliving letter, cross check the final settlement documents and submit them to finance for closure. In case of any kind of discrepancy ensure it is resettled.
· Welfare Facilities: Conceptualized and facilitated various employee involvement, team building, social & fun activities like get-togethers, B'day, picnics, sports & cultural activities, suggestion schemes, open house etc
Additional Responsibilities:

1 Ensuring the complete documentation and maintaining reports on daily and Monthly basis to
      track the number of cases received and the process with the same for each Client.

2 Presenting the summary, status and various decisions taken to streamline the process.

	Educational Qualifications :


a. BBA  
Karnataka State Open University
b. PUC – Physics / Chemistry / Mathematics / Biology

 University of Technology & Sciences
c.
SSLC

Sacred Heart Boys High School, Bangalore

	SKILLS


· Team leadership & Collaboration

· Strategy and Planning
· Capable of handling Multiple Events and activation at the same time
· Responsible for briefing and coordinating total event concept design and development in response to client’s brief
· Excellent communication and presentation skills
· Excellent communicational skills both written and oral
	Hobbies :


Travelling, Playing Cricket etc.
Date
:    August 2015





