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Career Objective: A highly experienced, skilled individual with comprehensive strategic planning in multi-sectors (healthcare, telecoms & public sectors) delivering high quality outputs within time & budget constraints passionate about delivering solutions to business problems using my knowledge and skills in HR field. 
Specialist Skills:
	· HR Generalist affairs


	· Recruitment & Retention

	· HR Policies & Procedures
	· Employee Relations

	· Performance Management 
	· Sickness Absence Management

	· Learning & Development
	· Disciplinary Procedures

	· Confidential Record Keeping
	· HRMS Database Administration

	· Employee Engagement/Wellbeing
	· Mediation/Dispute resolution

	· Change Management
	· Benefits Administration


Achievements: 
Compass Wellbeing CIC

· Set up the HR systems and processes in place when the company was formed in April 2013 from scratch.

· Rolled out performance appraisals for a 2 tier workforce 

· Key member of the change management processes thrice as part of TUPE (Transfer of understandings (Protection of Employment)
· Designed corporate induction and developed a 7 day intense training plan for the new starters from scratch

· Piloted the new HRIS demo version and got the business case approved for the same which will now replace all the old system and saves company lot of admin time & cost. 
· Designed and implemented new sickness monitoring system and procedure which has reduced the sickness rates enormously and has saved company a lot of money. 
· Implemented E-learning courses (statutory & mandatory) as part of the training plan for the new starters. This has saved the company about £20,000 a year.
· Designed and developed staff handbook for the new starters.

· Currently developing Talent management strategy.

Barts Health NHS Trust
· Set up and implemented the Improved Access to Psychological Therapies (IAPT) programme in Tower Hamlets which included recruitment of 30 employees, accommodation strategy and learning & development strategy.
· Designed and implemented online sickness monitoring system to replace the old style paper copies 
· Designed and implemented online annual leave and other leave monitoring system which has helped the managers to have the information available on hand
· Redesigned and redeveloped new induction pack for the new starters

· Devised and implemented a new personnel records keeping system both online and hard copies
Tata Teleservices Ltd
· Best Employee Award in the year 2003 at Tata Teleservices Ltd, Hyderabad, India.
· Hired over 150 employees on extremely short notice for other states due to company expansion
· Designed MIS (management information systems) for recruitment & training & Development for both permanent employees and outsources employees

· Rolled out performance appraisals for the outsources employees (300)

· Replicated the employee training & development strategy for the outsourced employees
Work Experience:
Compass Wellbeing CIC








                 London, UK
Business Support Officer (Human Resources)





    Apr 2013 – Till Date
About Compass: Compass Wellbeing is a dynamic social enterprise based in East London providing Psychological Therapies and School Health Services. Compass came out of Barts Health NHS Trust in April 2013 and is now directly commissioned by the GP Clinical Commissioning Group (CCG) and London Borough of Tower Hamlets. With over 30 years of history in providing high quality psychological therapy services to general practice and the local community, Compass is a social enterprise is a not-for-profit organisation that is driven by its social mission. Any surplus is reinvested back into services for the good of the community
Job Profile: Working alongside the HR Director in formulating and delivering Compass Wellbeing CIC’s HR policy and strategy. I am responsible for the provision of Compass Wellbeing CIC Human Resources function both from an operational and strategic perspective which includes supporting over 125 staff, managing a small HR team as well as supporting the Executive team and Operations Manager. I am also responsible for overseeing and providing end to end HR support which includes developing goals and objectives in accordance with the Business Plan, employee relations, recruitment, training and development, employment law advice, employee engagement, succession planning and all associated HR activities. 
Responsibilities:

Team Management

· Manage, supervise, coach team of 4
· Monitor and review the HR staffing arrangements to ensure there is adequate resource to manage the function effectively.

Employee Relations

· Advise managers and staff on Compass Wellbeing CIC‘s staff handbook and policies and procedures and the application of employment law.

· Represent HR in all aspects of the disciplinary, grievance, performance management, sickness and other employee relations processes.

· Implement preventative measures in order to reduce overall sickness absence 

· Actively promote a culture of early intervention ensuring employee relations issues are dealt with promptly, effectively, and informally

· Liaise with Compass Wellbeing CIC external legal providers on any relevant matters

· Build and maintain other stake holders such as Staff forum, external Trade Unions etc.
· Work with the business leaders to identify issues and propose and implement mutually agreeable, commercially focused solutions

· Manage risks and devise solutions for complex HR issues which may involve reference to commercial terms as given in the contract with the client 
· Manage operational HR issues, mergers, acquisitions, TUPE, change management and employee relations cases in line with disciplinary, grievances, sickness and capability policies etc.
· Continually review and assess personnel practices, harmonise processes between all the services

Learning & Development

· Design and deliver trainings to managers on HR policy and processes to ensure they are embedded across the organisation and operated effectively

· Identify training needs for the managers in HR policies and processes in order to manage their teams competently and effectively

· Monitor and ensure all mandatory and statutory training is carried out promptly
· Train, guide and provide advice to Operation managers, Senior Managers on policy, processes and procedures.
Recruitment

· Review and streamline recruitment processes from time to time to ensure they are efficient, fit for purpose
· Liaise with external recruitment providers to ensure they are providing value for money 
· Create & validate a preferred Supplier List with key recruitment providers to ensure Compass are getting value for money
· Liaise with external media providers to ensure our advertising campaigns are effective and provide  value for money 
· Oversee the entire recruitment process end to end which includes on-boarding, carrying out the relevant checks, and overseeing the probationary process
· Represent HR on recruitment panels as and when required

Policies & Procedures

· Maintain and roll out of Compass Wellbeing HR policies & procedures ensuring they are relevant  and applied consistently and fairly

· Ensure they are legally compliant and provide updates and amendments where necessary but at
least yearly

· Communicate any policy changes and updates throughout the organisations in good time after any legislation changes

· Ensure that all HR policies and procedures are harmonised where possible to ensure consistency and fairness.
· Developed HR policies and presented to Governance Framework groups for consultation and           negotiations with staff and ratification from board members
· Design, Implement, review, train and reinforce all company policies.


Performance Management

· Drive annual Performance Management strategy. Creating performance review letters, SAGE update of all appraisals and salary reviews. Ensuring data is up to date and communications are timely and effective.

· Conduct appraisals and personal development  plans annually and objectives are set in accordance with Compass Business Plan and strategy

Projects/General
· Responsible for managing  the implementation of assigned change management projects
· Lead any TUPE transfers and any other projects as and when required.
· Leading in developing an organisation wide performance management system 
· Identify cost savings and implement solutions to achieve these savings in the most efficient and effective way such as Implementation of E-learning modules £50k savings per annum

· Design, review, align and communicate changes on processes and templates.

· HR Management System super user for company people management systems (SAGE), eLearning, ensuring data integrity and monitoring reports.

· Managed Employee Separation Activities - voluntary and involuntary. Conduct exit interviews, return of company properties, prepares full and final entitlements. Communicates with relevant stakeholders and ensuring appropriates systems are updated correctly and promptly.


· Drive continuous improvement initiative addressing internal feedback (engagement survey, exit interviews, compliance with immigration rules, HMRC and internal audit Requirements etc.)

· Keep abreast of current employment legislation and immigration legislation

Psychology & Counselling Service, Barts Health NHS Trust, 




London, UK
HR Generalist
   






               
Feb 2008 – Mar 2013
· Recruited staff including the development of job descriptions and matching exercises, preparations of job advertisements, short listing and participate in the interview process.
· Responsible for all aspects of operational HR, and in particular employee relations cases and supporting with change management processes

· Participated in formal investigations concerning misconduct, poor performance and bullying and harassment, including preparation and content of investigation reports

· Attended and supported the investigating officer at disciplinary, grievance, bullying and harassment hearings. Attended disciplinary hearing. 
· Advised on day to day HR queries from line managers ranging from general to more sensitive queries such TUPE Transfer, payroll issues, death in service etc.
· Advised service managers and staff on the interpretation and application of terms & conditions of service, contractual issues while ensuring that the advice offered is consistent and in line with the Trust policies 
· Participated and contributed in the development of HR polices by interpretation of employment legislation or case laws, drafting general guidance

· Advised and supported managers in managing long and short-term sickness absence by providing accurate data and the monitoring and reporting of progress as necessary. Produced sickness data for the whole service and analysed data to identify trends on a monthly basis. 
· Assisted Senior Managers in developing HR policies such as sickness absence, disciplinary, maternity and adoption leave etc.
· Provided advise on employee relations (disciplinary, grievance and capability dignity at work etc.), maternity and paternity leave,  flexible working, staff governance and data protection issues to managers and staff

· Advised managers on the process for grievance and discipline, absence management, performance management, termination of employment on the grounds of capability in line with the relevant policy 
· Advised managers and staff on terms and conditions of employment (agenda for change, local agreements), complex recruitment issues, managing sickness absence in the service.
· Managed HR projects such as designing a streamline recruitment process for Psychology & Counselling recruitment to ensure that it promotes best practice and is in line with Barts NHS Trust recruitment and selection procedures, the Equal Opportunities policy, the Race Equality Scheme and immigration legislation
· Managed and supervised a team of 4 – providing direction, supervision, guidance, training & development opportunities to improve the overall efficiency & quality of the service

· Lead in setting up a social enterprise to spin out of Barts Health NHS Trust    (Special project for 18 months)
· Planned and implemented the process of becoming a Social Enterprise from HR perspective, under the right to provide DOH (department of health) initiated program as part of White paper. The whole process took us about 18 months.

· Developed Tupe transfer consultation documents, presentations to the commissioners, stakeholders, etc
· Project managed the TUPE process from Barts Health to Compass Wellbeing CIC and achieved a smooth transition

· Managed the consultation process and provided support in the change management during the transition process which included conducting staff briefing sessions, open sessions for HR related queries

· Forecasted staff planning & budgeting.  Responsible for SEIF (Social Enterprise Investment Funding) 
· Set up the company structure with the Companies House UK complaining to all their requirements.
· Developed HR infrastructure for the new organisation also set up HR systems and processes.

· Driven the restructuring process to fit current organisational staffing including the senior management team to fit in the new business.
· Managed and lead on the restructuring process from Tower Hamlets Primary Care Trust to Barts Health NHS Trust as part DOH (Department of Health) white paper program which included staff briefings, developing new HR and business processes.

Maternity Break from April 2007 until January 2008
Hackney Youth Offending Service, part of London Borough of Hackney



London, UK
Admin Manager (Short term contract, ended due to funding)



Jul 2006 – Mar 2007
Responsibilities

· Overall responsibility for the smooth running of the office.
· Responsible for all the office systems are managed and maintained, including Staff Recruitment files, stationery log, petty cash, client files, managing the admin staff

· Staff administration including holidays and sickness tracking

· Responsible for the budget for the admin department

· Ensuring the court papers are made ready for the Court Duty officer every week before the court day.

· To identify, plan and execute implementation of new systems to prove the efficiency of the business

· Ensuring any complaints are dealt with promptly
· Responsible for health & safety 

· Plan and prioritise workload responding to changing demands to achieve agreed objectives

Careline, Community Alarm Services, part of London Borough of Camden 


London, UK
Office Manager
(Short Term contract pursued as a student)



Sep 2005 – Jun 2006
Responsibilities

· Responsible for sales and forecasting staff needs
· Responsible for the appointments booking system
· General management of the office staff including invoicing clients, etc
Community Care Advice Centre, part of London Borough of Redbridge



London, UK 
Admin Officer
(Short Term contract pursued as a student)



Oct 2004 – Aug 2005
Responsibilities

· Updated the pending files on the Carefirst system

· Processed blue badge applications on the system and issuing them number

· Sent refusal letters for the applications refused

· Answered calls from the clients and solving their queries

· Managed other admin related activities

Tata Teleservices Ltd








Hyderabad, India 

HR Officer
(Left the job to pursue higher studies in UK)



Sep 2000 – Jan 2004

Nov 2003 – Jan 2004: Officer-Recruitment, Organisation and Projects, Tata Teleservices Ltd., Hyderabad, India (Team Size: 3)

Responsibilities

Handling all recruitment activities like:

· Briefing the consultants about a position and getting papers for the same and coordinating for the interviews

· Conducting interviews for the positions of assistants, officers and call centres reps along with the line managers.

· Preparing the appointments letters and also processing pre-employment checks. Also taking care of the joining formalities of the new recruits

· Updating the details in Human Resources Information System

· Processing the payments of consultants, travel expenses and medical expenses of the new joiners and also other general payments.

· Conducting Exit Interviews

· Maintaining the monthly MIS of Recruitment

Handling some of the activities of Organisation:

· Updating the job descriptions of all the employees for different quarters of the year

· Making organisational announcements whenever there are promotions or whenever there is a change in job for senior positions

· Updating the organisational charts and other information related to Human Resources over the company intranet regularly.

· Updating the Company Policies as and when required on the Intranet

· Actively participated in rolling out the surveys like “Best Employers”, “Gall-Up Best Place to work” 
Handling some of the activities of Projects:

· Handled the Long Service Awards of the company

· Was a key member for the HRIS IT team, giving them user requirements and also testing the system.

· Supported as the member of Library committee and also the employee event committee

Jul 2001 – Sep 2003: Officer-Employee Development and Performance Management System, Tata Teleservices Ltd., Hyderabad, India (Team Size: 3)

Responsibilities

Handling the activities of Employee Development:

· Collating training needs for mid-year and annual appraisals

· Discussing the training needs with the line managers and generating action plans for both mid and annual appraisals

· Handling the New Employee Induction

· Designing the call centre trainings and also the personal development trainings along with the trainer and the line managers

· Coordinating for all the training programs in the terms of arranging training venue, accommodation and transport to the trainers, arranging stationary, training material, lunch, etc. at the venue.

· Maintaining all the data to the training on HRIS including the feedback

· Maintaining the 3 and 6 monthly feedback

· Generating Training MIS on weekly, monthly, quarterly and annual basis

· Releasing the training calendars for both employees and outsourced employees based on the action plans on a quarterly basis

· Maintaining training expenses on a monthly basis

· Was a support for achieving 7 man-days for the years 2001-02 & 2002-03

Handling the activities of Performance Management System:

· Holding meetings with HR team for employee increments

· Was support member for the employee increments in terms of checking the data with the personal files and also creating increment sheets for officers and executives levels

· Generating the bonus letters and also the increment letters for all the levels across the country using mail merge

· Handling the entire increment process for the outsourced employees and generating their letters

Handling the activities of Outsourced Employees:

· Handling the entire recruitment process for outsourced employees right from sourcing to interviewing and appointing 

· Processing the payroll of outsourced employees which includes getting information from the line managers and checking the same with the attendance registers and then processing payroll for them.

· Maintaining the MIS of outsourced employees

Sep 2000 – Jun 2001: Team Member-Human Resources, Tata Teleservices Ltd., Hyderabad, India on outsourced rolls
Responsibilities

· Posting job descriptions on the company intranet

· Coordinating for interviews and also maintaining the same in the database

· Sending out refusal letter for the rejected candidates within a week after the interview

· Handling the joining formalities of new recruits

· Maintaining the personal files of the employees

· Maintaining the MIS of recruitment

· Supported for a special project of recruiting 200 employees in a span of 3 months for other locations
Academic Qualifications:

Acacia Learning 







        
                 London, UK

Post Graduate Diploma in HRM, CIPD accreditation

               
    
Apr 2012 – Feb 2016
London College of Computer Science





        
                 London, UK

Masters in Business Administration


               


Feb 2004 – Sep 2005
Osmania University
     





        
                      Hyderabad, India
Bachelor of Commerce   

               
 


             Jun 2000 – May 2002
State Board of Technical Education & Training



        
                      Hyderabad, India
Diploma in Commercial & Computer Practices

                 

              Jun 1997 – May 2000
Skills
	Functional Expertise
	Healthcare, Public Sectors & telecommunications

	Operating Systems
	MS-DOS, Vista, Windows 95/98/XP/2000/NT,

	Enterprise Systems
	SAP R/3 FICO & HRMS; Oracle Applications 11i/10g/9i (Oracle Applications Business
Suite)

	Software Applications
	MS Office including MS Visio, MS Project

	Software & Tools
	Oracle 10g/9i/8.0/7.x, Developer 2000, Oracle Forms 9i/6i/4.5, SharePoint, Quality Centre 10.0, Egton Medical Information System, PCMIS, IAPTUS, SAGE, myhrtoolkit


