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Qualifications
· Masters of Business Administration (Marketing & Human Resource),                                     2014
Indira Gandhi Open University, Delhi, India

                                           
· Bachelor of  Science, National Council of Hotel Management                                      2008

             & Catering Technology, Bhopal, Madhya Pradesh India.
· Intermediate & Matriculation, Crescent School, Delhi, India                              2002,2004
Computer Skills
· Proficient in MS Excel – V-lookup, Conditional formatting & other commonly used functions including Pivot Table, Graphs usage and presentations.

· Microsoft Office - Word, PowerPoint, Outlook, Visio.
MIS Reports: 
· Direct Hire & Supplementary Manpower(SMP)  –Monthly Manpower Report
· Benefits reporting – Admin facilities status reports.
· Attendance Reports - Absenteeism trends, Late coming trends.
· Travel Reports - Sector & Supplier wise costing reports.
Professional Experience

HR Analyst 

|Delhi , India|
 (May 2018– Feb 2019)
Company Info: HR solution providing company since 2015, partnering with big giants like IGT, Cvent , Intelnet, Amazon among others.

 Responsibilities 
        Vendor Relationship Management:

· Independently managing several client projects & ensuring that goals w.r.t quality, productivity and other compliance requirements are delivered per the SLA.
· Communicating regularly with the client, understanding any change in expectations, forecasting potential business opportunities or threats. Collectively devising an action plan to counter different situations by making changes to the existing model.
        Employee Relations:

·  Liaising with the cross-functional departments to ensure that communication flow is smooth and all changes in policies are implemented in the program

· Resourceful at effective relationship management with the employees by handling their grievances

HR Analyst/ Specialist –|Jubail, KSA|
 (April 2016– April 2018)
Company Info: A public company based in Riyadh, Saudi Arabia, it began in 1976. The company has operations in over 50 countries with a global workforce of over 35,000 employees. 
Responsibilities
SAP User & Organisation Charts:

· SAP HR Module for creation of PO’s(Purchase Order) in respect of Manpower requirement and Public relation support.
· Aligning with management for releasing of CHMS updated timesheets through Creation of SES on SAP in compliance to Company policy.
· Parallel formats of Organisation Charts maintained as new joining, transfers and leaving organisation (terminations, resignations etc.) 
 SMP & Contracts Support:
· Manpower Budgeting and also compiling data for applying budget from different divisions .
· Active coordination and cooperation with WFD(Workforce Development) & 
HRBP( Human Resource Business Partner) for converting SMP into Direct Hire.
· Pre- retirement packages for direct hires  through employee welfare department for medical allowances and insurance .
   Reports and Analysis:
· Attrition Trend and Headcount variations in comparison to Annual Budget & Quarterly Forecasts liaising with HRBP.
· Consolidated accrual reports monthly and communicate with the finance department.
  Project:  TAKAMOL:Worked on TAKAMOL, merger of Al Bayroni with SAFCO and IBB (Ibn Baytar)
  with compliance of  Saudization guidelines.
Human Resource Administrator - Sopra Steria India Ltd.                    (Mar 2013- Mar 2016)
|Noida, India|       
Company Info: Sopra Steria is a European leader in digital transformation.  With more than 44,000 employees in more than 20 countries, Sopra Steria.
Responsibilities At Sopra Steria
        Pre Recruitment & Post Recruitment & HRIS:
· HR services to support in the recruitment and placement of permanent and contract staff for Sopra Steria India Ltd. and its external clients in UK.
· Assist/execute pre recruitment cycle, screening, short listing, compiling documents like contracts, appointment letters.
· Background checks of the new staff and carry out activities to include risk management and compliance checking, identity checks, eligibility to work checks, credit checks and CRB (Disclosure of Scotland) checks.
· Probationary review with line manager, assessing achievement of key result areas in coordination with Job-Analysts.
        Audit Compliance:
· To ensure audit compliance in accordance with clients requirements and internal processes and procedures of Sopra Steria India Ltd.
· To work towards TAT and SLA adherence as agreed with the client.
Senior Human Resource Executive                                             (March 2010-March 2013)

Oberoi |KSA & India|
Company Info: The Oberoi Group, founded in 1934, owns and/or operates 30 hotels and 3 cruise liners in six countries.
Responsibilities At Oberoi
· Employee records using well organized filing system (HRIS) to ensure files are up to date and comply with legislative & statutory requirements.
· Leave Entitlements and up to date attendance records for approvals and reconciliation with the payroll.
· Liaison Payroll, Leave Settlement and F&F / Expenses related queries.
· Liaising with the cross-functional departments to ensure that communication flow is smooth and all changes in policies are implemented in the program.
· Resourceful at effective relationship management with the employees by handling their grievances.
· Maintaining statistics relevant to performance appraisal activity like Non Compliance frequency, Attendance Score Cards and others as appropriate.
Personal Details
	DOB
	( 12 Dec 85
	Marital Status
	( Married 

	Availability
	( Immediate
	Visa Status
	( Valid till 24th Sep 19

	Nationality
	( Indian
	Languages
	( English, Hindi, Arabic


Profile Summary


8+ Years  of thorough HR-Operational experience in manufacturing & I.T MNCs. 


Well versed in Workforce Planning & Manpower Budgeting.


Hands on experience in SAP HR Module.                                                   


Responsible for End to End Bulk Recruitment.


Compliance with SLA & TAT controlled HR Functions. 


Expertise in presenting HR relevant data (MS- Excel, Power Point).


Active coordination in Internal & External ISO Audits.


Executed HR-Admin tasks involved in multiple merger.


People Soft & CHMS software’s supported Attendance Management


Induction/ Joining Formalities to Final Settlement.
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