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PERSONAL PROFILE
· Enthusiastic, self-motivated, reliable, responsible and hard working person. 

· Mature team worker and I am adaptable to all challenging situations. 

· Able to work well both in a team environment as well as using own initiative
      work well under pressure and also adhere to strict deadlines.

EMPLOYMENT HISTORY

· Current  Experience:

 Organization: NGA Human Resources, InfoPark, Cochin which is a global leader in helping organizations transform their business-critical HR operations to deliver more effective and efficient people-critical services.       
Period            : February 2016 – February 2017

Designation   : Associate –Payroll Services

Job Profile:

· Payroll Associate for UK clients

· End to end payroll services

· Processing of new hires, employee changes and termination
· Payroll calculation 

· Email Investigations

· Generating payroll reports and handling ad-hoc requests

· Received customer  satisfaction for the overall works provided

· Direct communication with clients through calls and E-mails
Previous Experience:
1) Organization: Plantrich Agritech Private Limited is an ecologically and socially responsible agricultural firm and one of the world leading agri-product manufacturers and exporters in India. We deal with a wide range of agricultural products such as Coffee, Cocoa, Coconut, Herbs and spices. Plantrich brings the fragrant flavors of the east to the global market with exceptional quality as per fair trade and other international organic standards.

Period          : May 2015-September 2015

Designation : Executive Secretary

Job Profile:

· Head of HR and Marketing department

· Recruiting

· Conducting interview

· Employee appointment and paper work

2) Organization: NGA Human Resources, InfoPark, Cochin which is a global leader in helping organizations transform their business-critical HR operations to deliver more effective and efficient people-critical services.
Period            : January 2013 - March 2015 

Designation: Associate - Employee Service
Job Profile:

· Direct interaction with employees via call and email

· Generating client required reports and handling ad-hoc requests.

· Employees leave management, data changes, recruitment, hiring and termination works

· Responsible for timely escalation of production related Issues.

· Responsible for maintaining accuracy.

· Email investigations

· Responsible for processing and meeting targets given.

· Adhering to company policies, rules and regulations.
3)Organization: HCL Technologies Limited, Chennai is an Indian global IT services company offers services including software consulting, enterprise transformation, remote infrastructure management, engineering and R&D services, and business process outsourcing.
Period           : October 2011 - December 2012

Designation: Technical support officer
Job Profile:

· Assisting customers in various telecom concerns. 

· Meeting process requirements based on clients expectations.

· Resolving  technical issues for British Telecom,UK customers

· Dealing with internet issues and mail clients problems

· Support for all operating systems and email clients

· Support through online and offline

· Assistance for anti-virus McAfee
EDUCATION QUALIFICATION

·     MBA -Human Resources (December-2015)

              Bharathiar University, Coimbatore

· BBA-BACHERLOR OF BUSINESS ADMINISTRATION (April – 2011)
     Sathyabama University, Chennai
TECHNICAL SKILLS

· SuccessFactors, HRConnect, PeopleSoft, eCase, Avaya, PSE, ResourceLink

· MS Office and Email tools

PERSONAL SKILLS
· Excellent written and verbal communications skills.

· Willing to work in groups and ability to lead group activities.

· Coordinate and cooperate with team to do work on time.

· Skillful at negotiation for mutual benefit.

· Convincing skills while on a face to face conversation and otherwise.

· Resourceful in the completion of projects, effective at multi-tasking

· Highly trustworthy, disciplined, discreet and ethical.

· Extremely approachable and ready to help.

· Ability to accept and learn from criticism.

CERTIFICATIONS

· Successful completion of Entrepreneurship program conducted by Coffee Board
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