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Objectives:-

Seeking a position to utilize my skills and abilities in the company that offers professional growth while being resourceful, innovative and flexible.

Personal Skills:-

· Problem solving abilities.
· Ability to deal with people diplomatically.
· Willingness to learn.
· Work in a team with satisfactory communication skills.

Generic & Specific Skill Set:- 
· Good analytical skills - Ability to analyze data and arrive at conclusions.

· Ability to communicate the observed issues to the management on a timely basis.

· Enhance communication & relationship with stakeholders.

· Provide suggestions on process improvements.

· Also ready to adapt to changing requirements from the clients.

· Ability to work & deliver under pressure.
Total Work Experience:-



7+yrs
	Company
	Designation
	Work Experience

	Consultancy 
	Payroll Assistant 
	July-2008-Jan-2011

	Network Solutions (An IBM Company)
	HR Executive
	Feb-2011 to Jan-2016



About the company: 

· IBM - Netsol is India’s leading IT infrastructure Solutions Integrator. Netsol offers a whole range of IT infrastructure solutions,Service & Software for enterprise customers. It is subsidiary of IBM India GTS division.

Educational Qualification:-
	Specialization
	Name of the Institute

	Graduation  (BA)
	St Josephs College of Arts and Science

	Under graduation
	Sacred Heart's College

	SSLC
	Bangalore Montessori High School


Computer Skills:-

· Proficiency in catering Ms Office and Windows.

Network Solutions Pvt Ltd (An IBM Company)- Job Profile
Executive- HR 
· Staffing:  On boarding, offer documentation, offer confirmation. 
Payroll: 


Operating the overall Induction, Joining Formalities & Settlement Process

· Taking Induction Session for the new entrants in the organization, managing joining formalities & employee’s database.

· Responsible in drafting offer letters, appointment letters, confirmation letters, relieving letter and experience letters.

· Conduct exit interview to identify reasons for employee resignation. Analyze & update the reports using the exit interview feedback forms and suggest the changes for improvement.

· Monitoring relieving procedures and settlement considering exit interview forms, No due certificates and the amount from the employee.  

Payroll related activities:-

· Responsible for centralized payroll processing and salary disbursement of around 3000 employees using Payroll Application (Greytip).
· Responsible for statutory deductions like PF, IT, ESI and location wise PT etc.

· Responsible for Reimbursement process (LTA, Medical & Fuel and Maintenance) and disbursement.

· Responsible for  Final Settlement process and disbursement

· Implantation of annual and offcycle increments with arrears calculation.
· Statutory bonus calculations and payments
· Responsible for Gratuity Payments
· Ensuring in time statutory submission.

· Query Resolutions

· Preparation of MIS reports

· Year End Activities – Checking of IT Investment Proofs

· Preparation of Form 16 and issuing to employees

· Responsible for payroll accounting  and provisions of Payroll related expenses 

· Keeping track on  Advances.
Employee payables:

·  Support employee payables: Processing travel, conveyance, mobile and data card claims online on Web Based Tool (WWER )

Roles & Responsibilities:
· Handling  Payroll processing with 100% accuracy 
· Complete ownership related to HR Operations
· MIS reporting's to management
· Single point of Contact for the process issues.

· Investigate & report issues to the management related to incorrect and fraudulent claims 
· Perform monthly/quarterly reviews.

· Responsible for Accuracy in Transactions related to Payroll and Rolling out offer letters
Achievements:
· Ensured Employee Satisfaction.

· PBC rating 2+ FY 2010, FY 2012 & FY 2013
· Training & Transfer of Knowledge to the New Joiners within the Process.

Personal Details:-
D.O.B. 




13-03-1988.

Blood Group



O +’ve

Marital Status



Married 
Languages Known


English, Hindi, Urdu, Kannada, Tamil .

Hobbies:-

Reading Books, Listening to Music, Interacting with people and Playing Games,. Mehendi Designing
First Name of Application CV No: 1703532
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