356387@gulfjobseekers.com 
[image: image1.jpg]



CAREER OBJECTIVE:


To evolve as a complete professional by developing my skills and knowledge through continuous learning and creativity which includes exposure to ideas that will help to stimulate personal as well as professional growth.
AREA OF EXPERTISE
Handling Global mobility end to end process for India outbound employees, Process updation  document related queries, Forex validation for IBM employees. Process updation, preparing and issuing required documents( i.e- Preliminary allowances, Letter of assignments, Work permit documents and several mandatory letters) to assignees going on international assignments from EY. Assisting the assignees end to end throughout their assignment for the accommodation details, payment processing and mobility operations assistance for India outbound  as well as other countries assignees.
PROFESSIONAL EXPERIENCE:
1). Brookfield Global Relocation Services as HR Consultant in Client Services- HR Operations Global Mobility (26th Sept 2016 till present)

1)Handling mobility services end to end for the client, initiation of assignments, updating the required documents in the tool.

2)Coordinating with the vendors for relocation services, for temporary living and accommodation.

3)Preparation of IPR files for payments to be made to members, preparation of letter of assignments, work permit documents, and relative letters.
4)Initiating various relocation services in the tool for assignees in the assignment.

5)Managing weekly calls with clients and also with service providers.
6)Continuous discussion with client for every move and member, to stay in touch and regular follow ups for cases with client mobility team.
2). EY LLP Pvt.Ltd as HR Mobility Representative in Global Immigration(June 22nd 2015 till 23rd Sept 2016)
 1) Responsible for process updation, preparing and issuing required documents( i.e- Preliminary allowances, Letter of assignments, Work permit documents and several mandatory letters) to assignees going on international assignments from EY.
2) ) Coordinating with All Global EY coordination offices all over the globe for end to end immigration processes. Preparing authorization list and tracking the assignees begin date and end date for taxation purposes

Global compensation collection and review Assisting assignees going on assignments related to certain queries regarding documents and allowances.
3)Processing the Visa, tracking the details ,following up with the immigration process end to end.

4)Assist assignees with the various documents and processes to be followed in the international assignment completion process.

5)Mobility process and assisting on immigration process for Singapore and Malaysia assignees.
3). IBM India Pvt Ltd. as HR Practitioner from 30th April 2013 till 14th April 2015
 a) IBM as International assignment Mobility Representative in HR Services Team
    Role-

   1) Responsible for process updation, preparing and issuing required documents( i.e-   Preliminary allowances, Letter of assignments,Work permit documents and several mandatory letters) to assignees going on international assignments from IBM.
   2) Validation of Forex documents to make the assignee travel ready. Preparing the W2 and reconciling with the client W2 for the reasonability and accuracy.

  3) Handling Mobility process for recent transition of work from Manila for IBM employees.

 b) IBM as HR Practitioner, HR 
   Role-

   1) Working on the R3 SAP-HR (HRMS) for maintaining the employee details end to end.

   2) Assisting the employees on the newly launched SAP Portal, analyze employee need and requirement also helping them troubleshoot the technical issues to certain extent.

   3) Leave policy, raising leaves in HRMS and assisting employees in SAP Navigation.

   4) Assisting managers on Transfer navigation in HRMS. 

   5) Compensation details and shift allowance and standby allowance details from SAP.

  4) ADP as process associate, HR(1st May-2012 to 19th December 2012)
  Role-

  1) Working on ADP CRM tool and handling payroll queries 

  2) Maintaining ADP clients database details and processing payroll for the respective clients.

  3) Provide payroll queries assistance to ADP clients. 
PROFESSIONAL QUALIFICATION:


 “Post Graduate Diploma in Management” (2010– 2012) from MASTER SCHOOL of MANAGEMENT, Meerut (approved by AICTE and Ministry of HRD, New Delhi ). 

EDUCATIONAL QUALIFICATION:


	ACADEMICS
	SCHOOL / COLLEGE
	BOARD / UNIVERSITY
	YEAR OF PASSING
	PERCENTAGE OF MARKS

	PGDM
	Master School Of Management
	AICTE
	2012
	68%

	B.Sc Biotechnology (Hons.)
	Durgapur Institute of Science and Technology
	University of Burdwan,West Bengal
	2009
	63%

	10+2
	Julien Day School
	ISC( NEW DELHI )
	2006
	78%

	Matriculation
	Julien Day School
	ICSE( NEW DELHI )
	2004
	75%


INDUSTRIAL VISIT:

Went for an industrial visit in Ashok Leyland  where we got to learn the various aspects of the assembly line and various other departments. 

COMPUTER KNOWLEDGE:
 MS-office, HTML, SQL
PERSONALITY TRAITS AND SKILL SETS

Hobbies
       
     :     Singing, Listening Music

Strengths                        :     Confident, Good communication skills, workaholic

    

Languages Known         :     English, Hindi,Bengali ,Tamil, Arabic
  ACHIEVEMENTS:  

PARTICIPATED IN PANEL DISCUSSION AT IIM INDORE ON THE TOPIC "EMERGING NEW TRENDS IN INDIA"
AT NCMS BY AIMA, DELHI: PARTICIPATION IN RESEARCH PAPER PRESENTATION
At NDIM, New Delhi: PAPER PRESENTATION ON THE TOPIC “INNOVATE, RESTRUCTURE, REORGANIZE –CHALLENGES FOR INDIA INC”. 

  EXTRA CURRICULAR ACTIVITIES:
Dance and Music

Art
  PERSONAL INFORMATION:                                                                                
                                                                                                                                                                                                                                                                                                          

 Nationality                                              :       Indian

 Religion                                                   :       Hinduism

                                      
DECLARATION

I hereby declare that all the information furnished above is true to the best of my knowledge based on my original documents, which would be provided at the time needed.                                                                                                 


                                                                                                       
