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Date of Birth: 
03rd December 1988

Nationality:

Indian

Visa Status:

Employment Visa (Transferrable)


Mumbai University 

2009

Bachelors    

Major - Business Organisation & Management Planning

Factory LLC.
HR Admin Co-ordinator
                16th June 2013 - Present.
Nestlé as known one of the biggest brand an International MNC spreading its essence all over the world, started in Middle East 2003 as Pure Life in U.A.E, already existing in different countries & well known for its Quality standard products its now one of the leading water companies of this era for U.A.E.
Duties:
· Handling travelling facilities for employees 

· Looking after the commission & extra wages

· Maintain records for employee’s details & generating Employee ID’s

· Coordinating with PRO for Renewal of contracts & visas

· Managing the leave procedure and process for any departing staff.

· Attending employee disciplinary and grievance meetings 

· Inductions for new employees

· Documentation & all the joining formalities for employees
· Processing and checking all the processes such as Offer letters along with various forms, New Starters (On boarding), leavers, contractual changes, various addendums, Overtime, Payroll reports, etc. within the specified service level agreement (SLA/TAT).

· Drafting various standard and non-standard letters. Eg: Offer letter, Addendum to contract, Resignation, Acknowledgment letter, Visa Extension letter, etc.

· Working closely with Payroll team to ensure smooth processing of employee salary every month

Jardine Lloyd Thompson Private Limited.
HR Coordinator

24th October 2011 - 14th June 2013.
JLT is an international group of Risk Specialists and Employee Benefits Consultants.  It is one of the world's largest providers of insurance, reinsurance and employee benefits related advice, brokerage and associated services. 

Duties:

· Providing effective administrative support for the HR Advisors and Managers.

· Resolving salary queries with the payroll department.

· Managing the leave procedure and process for any departing staff.

· Escalating issues to the HR Officer or senior managers.

· Attending employee disciplinary and grievance meetings.

· Writing up drafts of correspondence and documents for the HR Officer.

· Producing reports and statistical information when required.

· Being involved in interviewing job applicants.

· Have excellent fluency on Oracle and SAP system. 

· Excellent knowledge on ESS, MSS &other functions of Oracle.

· Involved in process automation, improvement, transitions, 

· Stabilization and overall process stability.

· Involved actively in UAT testing for process improvement and part of Project Concorde. I was part of UAT testing travelled London representing India HRSS.

· Pilot process improvement projects in conjunction with the team to 

· Reduce waste and increase efficiency.

· Maintain productivity and accuracy tracker. 

· Proactively identify knowledge gaps in the team and create development solutions.

· Preparation of SOP’s/ Process Maps and to ensure work instructions are followed as desired. Involved in overall variations and visit process maps to ensure standardization.

Bank of America India Pvt. Ltd.
Junior HR 

22nd February, 2010 - 14th October 2011.
Bank of America – Home Loans & Retention operations in India providing services to the American Citizen through Written & telephonic correspondence for the Insurance & Mortgage accounts under MHA plans provided by the American government.
Duties:

· Facilitate Training and Development programme.

· Employee recruitment procedures, Induction & reference confirmations.

· To update employees on revised policies via mail or joint meeting sessions.

· Processing the invoices from external clients.

· Mentor or train team in order for them to achieve high competency matrix.

· Has knowledge about PF, leave queries, holiday and salary calculation etc.
· To notify different departments about the costs incurred or budget strength.

· Conduct feedback sessions and have preventive actions to cease the error.

· Ensure team is cross skilled with all the processes.

· Work in partnership with HR Business partner on performance management, employee relations, resourcing and staff, management/development. 

· Manage staff relationships promptly respond to queries and manage expectations

· Provide an advisory service to employees ensuring that they are fully aware of their rights and entitlements.

· Maintaining Reports and several records.

· Generate salary slips.

· All other work related to HR as deemed necessary by the company management.

CRP Technologies Pvt. Ltd.
CRP is a Background Verification Company & providing best HR Recruitment Consultancy Services for clients 
Team Member (Employment Recruitment)

28th August 2009 - 15th February 2010.
· Scrutinizing the documents for verification

· Conducting background screening of the employees

· Maintaining the employee records 

· Generating employees ID’s

· Looking after exit formalities

· Coordinating HR payroll team for final settlements.

Professional

· Working in fast paced, high transaction volume environment.

· Ability to organise & prioritise workload within any setting.

· Knowledge of monitoring progress in an employee’s career.

· Completing all tasks in a timely, organised and professional manner.

· Ability to communicate effectively in English, both orally and in writing.

· Maintaining all HR paperwork to ensure compliance with relevant legislation.

· Able to work on multiple projects simultaneously.
Personal

· Able to work closely with other professionals as part of a team.

· Strong influencing and communication skills.

· Ability to pick up new skills and knowledge quickly.

· Can function in a fast-paced environment.

· Comfortable with being the ‘go to’ person in a company.

· Thinking laterally to create options and solutions.

· Positive ‘can do’ attitude towards work.

Completed SIX-SIGMA (Green Belt) training under business requirement. 

Appreciations Awards for achieving Quality Parameters and contemplated as the Best Employee.
I hereby declare that the information furnished above is true to the best of my knowledge.
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