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Personal Profile:
DOB
:
01 Sep 1974
Gender |Marital status
:
Female| Married

Work Location
:
Doha only

Executive Summary
· 7 years of experience in Human Resources in IT industry

· Over all experience of 12 years including Administration

· Gulf experience - Abu Dhabi, UAE
· B Com - Kerala University | MBA  - Madras University

Key Contribution:

· HR Information System
· HR Programs & Best Practices
· Induction
· Employee Relations
· Policy Design & Administration
· Internal Hiring
· Statutory Compliance
· Facilities & Admin
· International HR function
Professional Experience:

· Sapphire Management: Create New Joinee Records, their carrier attributes, domain, salary data, updating Revision and promotions, sending mailer to employees for updating the editable fields on monthly basis. Ensuring that team members closes their respective areas of validation in Sapphire and auditing done on monthly basis. Coordinating with IT team for enhancement of application (user friendly), provide GOC manager and BU HR access whenever there is an HR or GOC responsibility. Reconcile the Access and Roles every month. Manage Sapphire attributes, fields. Periodic review of HRIS process.  Handling acquisitions. MIS: Ensure that reports are generated and required information is provided to respective people on approval basis. Maintain Records:  Maintain Employee's personal records and conducting periodic audit of the files. Summer Tool_E helpline: Answering internal customer queries and dispatching tickets to respective stakeholders of the process and monitoring their resolution. Managing intranet portal.
· Payroll Management: Weekly new joiner report to payroll, coordinate and prepare monthly payroll advice, leave report and stop salary. Attesting salary slips and issuing of DD to new joiners. Leaves : Carryout the quarter and  year end leave carry forward, update yearly and optional holidays for all locations, understand the leave policy and update the employee leave records, such as maternity, extension of maternity, medical  and LOP as per policy. Maintain leave tracker and coordinate with BU HR’s and managers for tracking employees leave status and guide the employees on leave policy, Maintenance of Attendance Registers.

· Joining & Background verification: Appreciation received for follow ups and ensuring candidates joining without any delays, earlier to the targeted time.  On boarding and induction-Welcoming and assisting new joiners in filling forms, organizing their file, arranging for their seating, id badge, desktops by coordinating with other support function. Handling probation their extensions, releasing offer and appointment letters, Conducting NEO, arranging for BGV, coordinating for salary account openings of new joiners and updating of exit employee list to banks. Responsible for selecting and hiring vendors and coordinating BGV.

· Employee Engagement: Proactively arranging and conducting quarterly All Hands Meet, Annual Day celebration, get together, sending birthday and congratulatory mailers, arranging gifts for top performers, felicitating award winners and regular visits to client location, handling employee concerns, ensuring employees are treated equally. 

· Policy: Appreciation received for handling employee misconduct and taking disciplinary action on time. Creating, reviewing and updating changes. Worked on R&R, recruitment, relocation, NP, Terms & Condition. Created PPT’s for client level presentations. 

· Internal Hiring: Interim Manager heading a team of 5, hiring and training fresher’s, mentoring, supporting, handling internal hiring for the company, preparing Job Description, posting, formatting of resumes, preparing skill set, interviewing candidates, preparing questionnaires and reviewing on regular basis for addition and deletion to make the aptitude test in line with the technical screening, follow ups, maintaining recruitment dashboard, coordinated walk-ins at client location.

· Statutory Compliance: Appreciation received for collating, providing accurate data and monitor vendor thereby ensuring that returns are filed on time. Statutory tracker is maintained to present the same to Management. Ensures that Company meets all Statutory Compliance requirements.
· Performance management: Conducting 1:1 for employees deputed at client location, ensuring reporting manager gives fare rating, presenting report to management. Reviewing performance and providing feedback, conducting 1:1’s for the recruitment team on regular basis and closing their appraisals.Promotions: Collating list, preparing and issuing promotions letters (annually, quarterly, and monthly).
· Exits: Educate employees, managers on Separation process, tool (MIDAS). Ensuring that employee completes the separation process before last working day and conduct audit on monthly basis. Follow up with clients on the LWD, bench, conducting exit interviews and ensuring that the employees FFS is done in smooth manner. Terminations, absconding, legal notices. Terminations/Absconding/Notification: Coordinate with managers, BU_HR. Initiate and close the process as per Co. employee policy. Ex employee verification: Verifying the authenticity of data send from external agencies on ex employees with HR database (Sapphire tool) and sending confirmation.BOT: Ensuring and coordinating with all support team for smooth transition (separation) on time (Domestic & International).
· Training & Development: Skill set matrix. Designation matrix. Organization structure. Career website content, design and overall enhancement.
· Participated in Service Campaigns, extensive customer service and problem resolution responsibilities.

· Provided administrative support for senior executives: set, scheduled and confirmed appointments, drafting agendas, notices and minutes of Management Review meetings. Assisted in preparing monthly body shop sales report for Top Management, preparing quotations, stocktaking. 

· Maintaining Stationary/Library books any other items as per company requirement. In charge of all office equipment's (movable and immovable) and maintaining AMC for all PC’s, Printers etc.

· Accounting – Preparing cash receipts, petty cash, visa card receipts, L.P.O's. Handling petty cash & preparing invoices.

· Correspondence letters, file keeping, attending to calls & faxes, taking care of office equipment's and calling for services.
· Promoted company's medicated cosmetic products in company’s allotted pharmacy outlets.
Career History:

4. Manager - HR @ Sunovaa Tech, India




Jan - 12 to May - 14 

The Company is a major outsourcing partner in skills BI, BW, DWH & Cloud CRM in India and abroad. Started as an Assistant Manager got promoted to Manager HR. Worked under the effective leadership of the Managing Director/CEO. Functioned as the only HR person managing and supporting the recruitment team consisting of 5 to 6 members.

Reason for leaving
: Relocation due to transfer of Husband’s job to Doha

3. Assistant Manager -Corporate HR @ Symphony Teleca, India


 July-05 to Feb - 11

   The Company focused on providing Outsourced Software Engineering and Product Development services to clients worldwide.Reporting to the HR Manager joined the organisation as an Assistant Manager later promoted to Assistant Manager. Providing support as an HR Generalist to the HR Manager.

Reason for leaving
: Better prospects

2. Administrator @ Al Habtoor Motors, UAE




Dec-01 to Dec-04

 Al Habtoor Motors is one of the leading automobile distributors in the UAE .Reporting to the Sales and Branch Head, providing coordination to the team and administration support.

Reason for leaving
: Relocation

1. Support Staff @ Modern Pharmaceutical Company, UAE      


Jan-00 to Apr-01

MPC is one of the leading Health care distributor in the UAE. Reporting to the Sales Manager promoting medicated and cosmetic product including administrative support.

Reason for leaving
: Marriage


Technical Skills:

Windows 2000/ Windows 7 ,Working knowledge on MS Office applications such as MS Word, MS Excel, MS Power Point, Advance Excel.
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