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OBJECTIVE:
To work efficiently and effectively with commitment and dedication where my efforts are directed towards achieving organizational goals. Keen to work in new environment, take new challenges, learn new skills and gain expertise.
PROFESSIONAL SUMMARY:
· Total 8+years of experience as HR Generalist and Sales & Service Executive. 
· HR Transition of end-to-end HR and Payroll Data Center process performed in Ottawa, Canada. 
WORK EXPERIENCE:
1 - MUMBAI, INDIA

HR Generalist (US & Canada)
Jan 2014–Jan 2016
· Manage End to End HR Employee database to ensure data is up to date. 
· Managing the International Assignments of the employee’s transferred from another part of the globe and ensuring smooth flow of HR data transaction thereby avoiding business productivity loss for them. 
· Setting up Benefits profile of the employee in the system from the date of hire and end during termination. 
· Create and Provide Verification of Employment letters to the employees. 
· Answers employee questions about human resources policies and procedures, and refers to specialist as needed. 
· Review, verify and maintain employee tax data and ensure that the tax is updated in the payroll system and all tax files are available during audits.. 
· Coordinate with the legal team and provided the requested documents of the employee for Legal Purpose. example. salary slips, tax documents and employee's wage report. 
· Coordination of new hire orientation, HR events, benefits open enrollment and company-wide meetings. 
· Send Payroll related Communications to all the employees and update the same on the payroll website. 
· Coordination with the onsite payroll to ensure timely updating of employee data and achieve payroll timelines along with setting goals, monitoring performance and identifying & resolving gaps/ issues. 
· Assist HR Manager with administrative and project work as required and guide them with the HR and performance system. 
· Responsible for conducting internal audits, and summarizing findings of employee relations issues and referring the management for resolution. Resolved critical process-related issues to analyze issues and define approach. 
· Participate in grievance procedures, exit formalities, and the gathering and reporting of statistical information of employee data as requested by management and Meet tight deadlines in an orderly and professional manner. 
· Preparing Operational Excellence documents and process manuals for training. 
· Responsible for Transition Delivery with the project reporting team and stakeholders, adherence to SLA metrics, managing risks and implementation in accordance with project timelines. 
Achievements:
· Awarded Numero Uno and Good Samaritan awards for excellent performance and coaching peers. 
· Led a team of 6 HR Specialists, providing ongoing coaching, managing escalations and ensuring team engagement. 
· Expertise in EDM, Contact Center, Onboarding, Canadian Benefits, Payroll and Tax. 
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HR Payroll Analyst   
October 2011–Jan 2014
· Review time sheets, work charts wage computation and other information to verify and reconcile and resolve payroll discrepancies. 
· Record employee information, such as exemptions, transfers, resignations to maintain and update payroll records and keep track of leave time, such as vacation, personal and sick leave, for employees. 
· Preparation of Pre Payroll activities like time entry, reimbursements, deductions. 
· Correlating time details appearing in the KRONOS report with that of PeopleSoft. 
· Responsible to take KT (Knowledge Transfer) with the Onshore Team for Post Payroll Process “Treasury”. 
• Created process documents known as LWI’s for the new transitioned processes.
Achievements:
· Completed Level 1 US Payroll certification training. Successfully completed transitions of different process from the client 
· Received 2 quarterly performance awards (Good Samaritan). 

Recruitment Administrator   
October 2010–October 2011
· Scheduling interviews, coordination and liaisoning with external consultants, managers & recruiters. 
· Auditing the work and handling inquiries 
Achievements:
• Received a quarterly performance awards (Good Samaritan).

 Senior Sales and Service Executive
May 2009 – Oct 2010
· Pitch for Sales for Motor, Home, Pet Insurance and other add on products and resolving any client issues for the related. 
· Monitoring calls and providing feedback to improve on the process knowledge. 
· Conducting refresher training on improving call quality. 

Achievements:
• Received Best Sales Executive award twice in year.

	2- RESPONDEZ PVT.LTD, INDIA
	
	

	 Senior Customer Service Executive (US Based)
	
	April 2008 – March 2009

	
	
	


· Handling inbound calls of customers for buying cell phones for different carriers on online ,processing the order and up selling phones and other accessories. 
· Training new agents (On the job Training). 

3- OASIS INFOTECH, MUMBAI, INDIA
Customer Service Executive US BASED
April 2007 – March 2008
· Worked as a Customer Service Executive making outbound calls to US customer to sell sprint mobiles for contract of 1 year upselling other company products. 
· Achieved all target on time and achieved Good-Quality Scores by taking good sales call. 
KEY STRENGTHS:

· Communication: Excellent telephonic etiquettes and background in sales provides a wide range of interpersonal skills to encourage others and Effective Time and People Management 
· Leadership: Motivating team players and accustomed to being in positions of responsibility; self-motivated 
TECHNICAL SKILLS:
Microsoft Office, CRM, WQM, PeopleSoft HR, Red Carpet, SAPHR, Taleo, Ebsuite, Visual Management, Successfactors HR, Typing speed 40 w.p.m
EDUCATION:
· Masters in Sociology from University of Mumbai, India (2012) 
· Bachelors of Arts from University of Mumbai, India (2010) 
· Class 12 (HSC) & Class 10 (SSC) from Maharashtra State Board of Education, Pune, India (2007 & 2005 respectively) 
PERSONAL DETAILS :
	LANGUAGES KNOWN
	:
	English, Hindi, Marathi, Marwadi

	HOBBIES & INTEREST
	:
	Travelling, Listening to Music, Cooking and Baking

	DATE OF BIRTH
	:
	8th April 1990

	MARITAL STATUS
	:
	Married
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