MBA with 8 years of domestic and international work exposure in handling various facets of HR, currently seeking a challenging position in the HR Department of an organization where experience, knowledge and initiative will be strongly utilized and opportunities for personal and professional development will be provided.

	AREAS OF EXPERTISE
· HR Policy Design & Review
· Orientation & On-boarding

· HR Systems
· Talent Management & Retention programs
· Exit Management

· Performance Management

· Industry best practices & benefits research
· Survey Management

· Compensation & Benefits
· HR Reporting & Analysis

· Recruitment
	PROFESSIONAL SNAPSHOT
· Result driven and focused Senior HR professional with over 8 years of valuable experience  in HR
· Was designated as HR, Payroll & Systems Analyst at Emerson Middle East & Africa, a diversified global manufacturing and technology company
· Able to independently devise and implement coherent HR tools whilst improving internal processes and procedures within a demanding, pressurized & multicultural work environment


CAREER PROGRESSION
Maternity Break








June’14 – June’15
Emerson Middle East & Africa




Feb‘12 – May’ 14
HR,Payroll & Systems Analyst
Directi Group, Mumbai







Feb ‘06 – July’11
Sr. Associate – Corporate Human Resources
Mindspace Human Capital Services Pvt. Ltd, Mumbai


July’05 – Nov’05

Associate Consultant – Recruitment
ROLES & RESPONSIBILITIES
HR Policy Formulation & Process Redesigning – India, UAE, Bahrain & Iraq
· Conceptualized, designed and implemented HR strategies/initiatives. This also included formulating HR guidelines and processes around it. Developed policy content based on country-wise labour laws for Emerson Iraq & Emerson Bahrain  
· Reorganized the HR Handbook and identified areas of improvements in the HR space – processes, guidelines etc. and redesigned the same
· Communication of new HR policies/processes to all employees and ensuring they are updated with periodic HR Policy changes
Performance Management

· Introduced a revised performance management system which included goal setting exercises, performance and capability rating and quarterly performance linked pay
· Administered the annual performance appraisal process in co-ordination with line managers     
· Developed linkages between Performance Management and Individual Development processes to drive employee performance and development E.g. Designed a reward and recognition program for exceptional performers
Employee Engagement & Talent Management

· Identifying and developing tools and resources to support and enable managers to effectively manage, develop and retain talent E.g. Conducted training programs on HR guidelines for Managers and Directors
· Organized various community outreach initiatives and involved employees in socially responsible programs

· Share and Care donation drive

· Red Cross Blood donation drive

· Toybank campaign etc.
· Part of the team that initiated the “Incredibles Loyalty Program’ for acknowledging and rewarding the commitment and ongoing contribution of employees to the organization
· Resolving grievances, addressing queries and counseling employees on specific issues  
HR Systems

· Software Implementation
· Sourcing vendors, evaluating and shortlisting software’s based on internal requirements
· Testing, implementation and roll-out of Shawman HRIS, Abacus payroll software and Shawman ESS module across the organization 
· Identifying processes that need to be customised in the software and liaisoning with the software company for the same. Handling data migration and user interface testing with sample data 
· Part of the project team handling country-wise implementation of Oracle software, Version 12.1.1 for UAE, Saudi Arabia, Bahrain and Morocco  

· Worked on various HR Software’s – HR Mantra HRIS Software, Shawman HRIS and Abacus Payroll software, HR Easy HRIS Software, Oracle Software etc.
Employee Orientation and on-boarding

· Conducted inductions and handled the on-boarding process for new joiners
· Reworked the new hire orientation program to provide a better on-boarding experience for the new joiners    
HR Data Analysis
· Presenting analysis on various trends within the company based on graphical representation of HR data (attrition, recruitment, headcount etc.) and discussing new initiatives with management    
Compensation & Benefits

· Handled the payroll process for 1000+ employees across various locations – UAE, Iraq, Morocco, Qatar, Saudi Arabia and Kuwait
· Implemented the payroll outsourcing project for UAE and Morocco. This involved reviewing and revamping the entire payroll process before handover to the outsourcing partner 

· End of Service calculation for exit employees
· Handling Benefits costing for various locations, reviewing compensation and benefits processes, conducting a gap analysis and redesigning the same – referral programs, overtime etc. 
· Managing data consolidation of salary and benefits for participation in annual benchmarking surveys 
Industry HR best practices & Research
· Conducted benchmarking studies across companies to kept abreast with industry best practices, implemented the best practices and improved processes
· Research conducted in the areas of Performance management processes, employee grading structures, exit process etc.     
Survey Management 

· Responsible for the development and roll-out of organization wide surveys
· Consolidation of survey data and preparation of survey reports for Management - Employee satisfaction survey, Team satisfaction survey and Manager satisfaction surveys
    Exit Management
· Designed the Exit Feedback & Exit Clearance form
· Attrition analysis, conducting exit interviews & spotting trends
· Exit Feedback discussion with Managers 
    Recruitment

· Developing a good understanding of the client, their industry and the position
· Sourcing candidates - screening and short-listing of CV's from job portals
· Interviewing candidates, negotiating packages and managing relocations
ACADEMIA
	Qualification
	Institute
	 Year of Passing

	MBA-Human Resources
	Narsee Monjee Institute of Management Studies (NMIMS), Mumbai
	2011

	Diploma in Labour Laws
	National Institute of Labour Education & Management, Chennai
	2006

	Diploma in Human Resource Management
	Narsee Monjee Institute of Management Studies (NMIMS), Mumbai
	2005

	Bachelors of Commerce
	Narsee Monjee College, Mumbai
	2003

	
	
	


PERSONAL VITAE

Date of Birth

: September 22, 1982
Gender/Status
: Female/Married
Nationality

: Indian
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