SHANE 
Shane.358048@2freemail.com
PROFILE SUMMARY

· A dynamic HR Professional with nearly 5 years of functional experience in HR Operations (HR Process Advisor) and Process Training. Prior to HR I have had 5 years of Customer Service experience for US Hospitals
· Domain expertise in HR related functions, Redundancy Exits and Final Settlements.
· Working exposure in the areas of Operations, Quality and Documentation across HR domain

· Experience in HR systems and policies, facilitating Process training, enhancing employee productivity and building committed teams
· Exposure in liaising with other faculties of HR ( Rewards, Employee Relations, Payroll and Legal )
· Possesses strong communication, interpersonal and relationship management skills

AREAS OF EXPERTISE 

· Process training & development initiatives for improved productivity, building capability and quality enhancement

· Identifying training needs across the team through mapping of skills required for the particular positions and analysis of the existing level of competencies
· Team quality Analyst.
· Possesses strong Customer Service skills and Narrator for various programmes especially in HR Town halls.

· Expert in British Voice and Accent Communication and exposure in American Voice and Accent Communication
ORGANISATIONAL EXPERIENCE 

May’12 – Till Date:
Barclays Shared Services Chennai as HR Process Advisor - Process advisor for UK HR services



HR Operations - exit formalities and functions (Termination / Lay off, etc.)

Key Result Areas:
· Responsible for HR Services Redundancy Team which include Processing Redundancy Exits, Exit Incidents liaising with Payroll, help desk for queries and assisting Redundant Employees of Barclays Bank
· Looking after Termination and Redundancy calculations as required

· Rendering advice regarding employee related issues

· Carrying out the payroll process for all Debt recoveries from Employees
· Adhering to compliance related to contractual obligations, legal concerns and reporting requirements  

· Acting as SME on various activities and taking initiatives by providing first level process related escalation support for the team members 

· Analysing and developing coaching and training opportunities within the team

· Meeting quality to maintain various SLAs

· Designing superior customer service skills, contributing to team output and effectively responding to customers in reference to escalations for closing the same within TAT 

· Customer service representative for HR queries & Policies Processing all type of Employee records

Notable Credits:

· Successfully trained in team responsibilities to assist the process expert on client calls and conduct team huddle

· Gained exposure to Reconcile Reports, Payroll run Report, Team email box, Controls and Checks and takes care of the Quality control 

Dec’06-Apr’12:

Ajuba Solutions Private Limited, location as Senior Account Executive

Key Result Areas:

· Acted as Pre-Collections Representative; functioned as Customer Services Agent for Medical Billing USA 
· Performing medical Insurance AR calling
EDUCATION
2010
Bachelors of Business Administration (BBA) from University of Madras
2004
Doveton Corrie Boys Higher Secondary School Junior College ( Commerce with Business Mathematics ) 
2006
Post HSC from Don Bosco Religious Society, Curriculum of studies English Communication, Basic Psychology, Teaching exposure, Religious studies and Social work.
Computer Skills:

· Well versed with Windows 9x/2000/XP/Vista and possess working knowledge of Microsoft Office tools

EXTRAMURAL ENGAGEMENT
· Actively participated in Skit Plays 

· Successfully conducted events in Church,  Vocalist and Choir Conductor
· Served as Master of Ceremony and Narrator for various Programmes

PERSONAL DETAILS

Date of Birth

: 
9th September, 1986
India Address

:
No. 21, Anand Flats, G-2, III  Main road, Ram Nagar Peravallur, Chennai-600082 India 
Linguistic Abilities
:
English & Tamil
