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Seeking middle level assignments in the domain of Human Resource Management 
Location Preference: 

PROFILE SUMMARY
-Enthusiastic, results oriented HR professional with extensive experience in planning and 
directing all areas of Human Resources that includes but is not limited to: benefits, 
compensation, employment law, employee relations, on-boarding, payroll, performance management, 
policy & procedures, recruitment, safety, supervision & training. 
-Strategic HR partner executing HR best practices to align the objectives of the organization 
while maximizing employee potential by fostering a positive work environment that promotes 
employee morale by developing interpersonal relationships within all levels of the organization
utilizing attentiveness, trust, and respect.
Acting as an escalation gate to resolve critical issues of the team members. Skills in conducting various training sessions for enhancing the performance and quality of service. Excellence in achieving Service Delivery/ Process Targets and presenting reports to senior management and clients in an easy to understand manner. Proven track record of managing processes/ SOPs and streamlining workflow & creating team work environment to enhance productivity innovatively. Excellent communication, inter-personal and relationship management skills. 
CORE COMPETENCIES

Team Management






Process Management



Operations Management

Client relationship Management


Quality Management 



HRM Operations 
Strategic Planning 






Negotiations






Business Analysis
WORK EXPERIENCE
Since Nov’05: GE Capital, Hyderabad 
Growth Path:

· Process Associate - Customer Service
· Process Developer - Research Analyst
· HR Coordinator and  Workforce Planning Operation Specialist
Key Result Areas
· -Recruitment, hiring and employee relations in departments 
-Hiring resources within the stipulated average salary of LOB (Line of Business).
-Recruited and hired candidates in contract, contract-to-hire and permanent placements for multiple client companies 
-Filtered and reviewed completed candidate profiles/resumes and evaluated applicants work history, education and training, job skills, desired salary/hourly rate, and personal qualifications against open requirements 
-Keep current with employment law and HR regulations to ensure regulatory compliance.
-Made initial contacts, scheduled and conducted full interview cycle, met each personally, checked references and submitted for the matching position 
-Negotiated salaries and hourly rates, extended offers of employment to successful candidates and filled all the necessary paper work after the hire 
-Identifying vacancies, post open job; screen, interview, and match applicant with open
positions, background and reference checks, extend offer and employee on-boarding.
-Administering all benefits such as STD, PTO, medicall, life insurance, 
supplemental life insurance, etc
-Established and maintained solid working relationships with hiring managers 
-Analyzing and modifying benefits to be cost effective for the company and the best coverage 
for employees.
-Consulted with managers and supervisors regarding hiring processes and other HR matters 
 -Responsible for development, coordination and presentation of training programs for skilled 
employees. 
-Scheduled and prepared candidates for second interviews with management 
-Working closely with the insurance company for Workers Compensation and Disability and 
sick/injured employee to facilitate their return to work to lower cost to company. 
 
-Responsible for all the exit formalities including Full and final settlement, gratuity, PF, pension etc.
As a Workforce Planning Operation Specialist   (Dec’12 till date)
· As a WFM analyst, handled 3 different sites (Kettering, Canton & India) 
· Managing 6 different portfolio’s with 250+ FTEs and 24/7 staffing coverage 
· Design new templates, reports and organize proper seating allocations, and inform other areas of the business as to the current and upcoming capacity
· Real time Monitoring: Skill Wise.

· Responsible for creating daily vacation slots for the portfolio.

· Process the daily exceptions of associates & track the same.

· Publish Performance zone report, Call handle time report of agents for their monthly performance review.

· Generate critical reports related to business metrics promptly & with no errors.

· Staffing as per the forecasted intraday call Volumes, Initiating action  plans to handle unpredicted call volumes.

· Interacting with Team Leaders and managers on a daily basis on all business metrics like Quality, AHT, ACW, Attendance and attrition for  finding better ways of process improvement.

· Prepared the GEMS Unscheduled absenteeism report that would give the list of agents on unscheduled leave. This report can also be drilled down further to absenteeism in each portfolio, date wise & manager wise as 
· Work with Finance team to ensure accurate billing numbers are sent to the client for the India site. Billing being a critical metrics with scope for zero defects, designed the FTE Reconciliation template that resulted in 0% billing errors well.
· Actively maintain and continuously improve knowledge of all relevant procedures and systems including a strong grasp of Ms Excel, eWFM, Avaya CMS and call centre statistics
·  Specialized in BCP (Business Contingency Plan) structure as a WFM analyst. 

· Maintain Communication with the stakeholders at the BCP site at all times. Conduct planned out cold tests & hot tests on a monthly basis to ensure that all systems & applications required are installed & are ready to be used in case of a BCP scenario.

· Generating MIS reports. (Monthly team reports, Daily classification report & Hourly dash boards on service level).
Applications Used :

· eWFM (e WORKFORCE MANAGEMENT)
· VERINT 360
· Lucent (AVAYA)

· NETTERM

· RTA (Real Time Adherence)
· FDR (First Data Report)
· WORKSTATION
· MS-Office
· Kronos
Highlights
· Essayed a key role in: 
· Taking  care of the HR issues of the team

· Maintaining 99.63 % quality throughout the year

· Actively involved in conducting knowledge session to enhance the skills of the team

· Holds the merit of receiving 2 Big Y and 1 Cutting Edge Award for showing outstanding performance

· Successfully executed 2 projects: First Enquiry Resolution, Job Aid

· Distinction of taking part in the Hiring/Recruiting drives,  whenever required

· Accredited for coordinating with HR during on boarding of candidates

· Was updated with US Banking Laws (FCBI, FCBA CARD ACT,BSA), Account Rehabbing
· Played a stellar role in:

· Liaising with various authorities for obtaining various approvals & clearances for seamless operations, etc.

· Working with clients like Gap Inc. Dillard’s Mervyns J C Penny & Pay Pal Buyer Credit and Monetary COE as research analyst

· Reporting to Lowes Consumer Credit for checking the payment allocations & finance charges on the credit account
PREVIOUS EXPERIENCE

Jan’05 – Oct’05: Acuserv Business Process, Hyderabad as Sales Associate
EDUCATION

2011


MBA (HR/Finance) from Osmania University, Hyderabad
2006


B.Com. -Computers from Osmania University, Hyderabad
IT SKILLS: 

Knowledge of Advance Excel

PERSONAL DETAILS
Date of Birth: 



5th January1985
Languages Known: 


English, Hindi, Telugu & Urdu

