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Human Resource Professional
Contact Number - +919979971283 / +971505657275
Email ID – CVNO-402549@GULFJOBSEEKER.COM 
	
	

	
	
	
	
	

	

	Core Work Area
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· HR Operations & Benefits
· Payroll Processing
· Payroll/Ops Projects
· Project Management
· Program Management
· Project Implementations
· Process Improvements
· HR Tech & Analytics
· Compliance Management
· Change Management
· Benefit Implementation
Tools/Skills
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· Workday, Service Now
· Cloud Pay, ADP 
· Replicon, Whosoff (T&A)
· Microsoft Project Planner
· Smart Sheets
· BI Tools, Planners
· Amazon Defines

· Amazon TRON

· Asana Tool

· Gnatt Charting

· ES Central (Salesforce)

· MS Excel & Power Point
Strenghth
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· Project Planning

· Communication Skills
· Vendor Management
· Presentations
· Content Creation
· SOP Creations
· Process Documents
· Reporting & Dashboards
	Introduction
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I am a human resource professional having 8+ years of experience in multiple domains of the Human Resource profile with experience in HR Operations (Employee Engagement, Benefit Handling & Administrations, Onboarding and Offboarding, Time & Attendance, Employee Life Cycle, Employee Experience, Compliance management and Employee relations) Payroll Management (Core Payroll Processing, Statuary & Compliance Processes, Employee Query Resolution, Taxations), Payroll Projects, Process Improvement, and Project/Program Management. 

My passion is to simplify the processes, have a bias for action to bring in better customer experience. I certainly like to deliver on process development, creating operational processes, guidelines, and process documents, simplifying the process, and technological amalgamation in HR. 

I am looking forward for a Senior role to work and lead on challenging assignments with a leading organization of high repute in the areas of Human Resources with a focus on Employee Relations, HR Shared Services, HR Projects, Process Improvements and Change Management. As a professional, I bring a varied and wide range of experience to the team along with resourcefulness and creativity.

	· 
	Key Highlights
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Project Management: (Amazon India)
· Well versed in Program methodology and program documentation (Project planning, Headcount impact assessment, execution, stabilization and success matrices monitoring)

· Have delivered on time execution of 18 medium to complex projects as part of special intake project leader in a span of 8 months in amazon.
· Specializes in high impact change management projects and delivering headcount saving for the organization and contributing to the organizational efficiency
· Worked on delivering high efficiency product tool for the program
· Executing and managing benefit implementation, Pay management projects globally

Payroll and Operations (Expedia India)
· Executed Payroll processing for Seven (7) Countries in APAC Region (Including Malaysia, Thailand, South Korea, Taiwan, Philippines, Australia and, Sri Lanka) along with their Statutory and compliance processes.
· 4+ years of experience in HR Operations and Employee Life cycle management. Managing and implementing Benefit programs, Operation Project, Simplification of Tools, Payroll Project management with focus on transformational projects, change management and process improvements.
· Worked on Exit Management, severance payments, severance calculation, involuntary termination while doing HR Operations

· Lead the simplification of payroll and change management via Champions Initiative Project, working with cross functional team across the region.
· Led Employee Experience, Workday & Payroll reporting, Standard Operating Process, and Internal Tool Enhancements Projects
· Experienced in India payroll input consolidation, handling payroll queries of employees, year-end processing, Labor & Statuary Compliances (PF, ESIC, Shop Establishment, Year-End processing)
· Implemented Service Now Query Management System for APAC Region. Participated In implementation, training & UAT. Successfully Transferred the knowledge to the payroll and operations team and created the process guidelines.
· Delivered implementation of the payroll system For APAC region. Successfully Implemented Cloud Pay Payroll System for 6 Countries as per agreed SLA and timelines. Was instrumental in driving the automation with vendors for simplifying the payroll processing (example – removing the manual documentation processes for signing the compliance documents).
· Optimizing the Global Payroll Calendar for all the stakeholders via enhanced payroll content (article) and automation via Share Point Portal

	Certifications
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· Certification in MS Excel (NICT)
· Foundation of Project Management (Google)
· Agile & Scrum (Ongoing – Google)
Education
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· 2012- 14 - Master’s in Human Resource Management (Jamia Millia Islamia)

· 2008 -11 - Bachelor of Biosciences (Jamia Millia Islamia)

Other Work ExP.
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May 2014 – Dec 2014

Recruitment Enabler – HCL Technologies

Language
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· English
· Hindi
· Urdu
	


	Work Summary
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Amazon India (Sr. project MANAGER: MAY 2022 – Till Date)
· Driving the high impact, high visibility internal change management projects for Pay and Data Services, with focus on automation, efficiency creation, Head count impact resulting in cost savings and increased efficiency for teams.

· Partner with Benefit, payroll teams on change management initiatives for driving the creating the project plan, communication plan, identifying risk through impact assessment, completing change impact analysis, success matrices and execution.
· Working on delivering of Product tool for the Pay and Data Services Program (TRON) for efficiently managing the projects, project matrices and leadership reporting

· Point of Contact for leadership level Organization changes as part of project management. Manage the project with 14 teams who are required to be involved in the organization changes. Asses the upstream and downstream impact assessment for delivering flawless organization changes for leadership without any system impact.

· Have delivered 18 projects within a span of 8 months involving Payroll, Benefits, Compensation, legal, Relocation, and Policy implementations/enhancements

· Appointed Captain for the Peak period (September to December) from Pay and Data Services to work and create strategy for handling high volumes projects during the period.
· Currently working on High impact change management for Pay Services and Cost Centre expansion for 120k employees

Expedia India (Jan 2015 – May 2022)
A – Payroll Tech & Process Improvements: - September 2021 Onward
· Change management and simplification via Champions Initiative for the payroll team.

· Worked on payroll simplification via optimized reporting, one stop shops for payroll input information via workday, enhanced reporting system, standard payroll templates, automated creation of payroll input templates.

· Had the key responsibility of working on Payroll funding portal, treasury estimation, and monthly payroll matrices.

· Creating white papers for payroll improvement process, coordinating with tech team on project enhancements, providing updates on project status and coordinating with stakeholders.

· SOP creations, project documentation, planning, and road maps preparation.
B – Payroll: - 2018 – Sep 2021
· Experience of working on the payroll for seven countries in APAC as direct SME, processing their payroll, completing statutory processes, handling employee queries, year-end processes for the respective countries.

· Handling of compliance and statutory processes, tax-related queries of the employees.

· Experience of working on India payroll from an input perspective as well as handling employee queries.

· Global payroll project implementations, country transformation’s ad change management processes.

· Report generation, matrix creation, preparation of dashboards, and communication materials.
C – HR Operations: - 2015 – 2018
· Completing onboarding formalities for the new hires, doing new hire presentations, preparing onboarding materials. Handling employee life cycle at the organization, filing processes for the employees.
· Handling and administration of benefits, insurance processes, car lease processes, and related communication to the employees.
· Handling of time and attendance & leave encashment process, unpaid leaves for the employees.
· Handling compliance and statutory processes such as Provident Fund, ESIC, Gratuity, Notices, Filings processes.
· Letter generations, contract creations, notice preparations, reliving letters.
· Preparing payroll inputs, handling employee queries related to payroll, arranging helpdesks 
· Offboarding process for the employees, preparing input related to full and final settlement.

· Handling time and attendance system
· Onboarding of Sri Lanka as a new entity and completion of all the transformational processes. 
· Unifying the benefits and payroll for BEX India in line with Expedia India.
· Delivered Improvement processes for India payroll such as online Investment Processes, ESS Portal, Aadhar Linkage to Provident Fund, Physical Help Desk for Query Resolutions.

· Insurance portal transformation for India. UAT, and launch.
· Content creation for people hub (internal portal) as part of project Apollo.
· Helped in ideating and implementing an online System for claim Processing for the insurance process.

· Simplified the process of “Leave Encashment” for India through local improvements and help in reducing the number of queries related to the activity.
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HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation
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Providing Professional Services to Employers since year 2002

Authorised Foreign Representative of Licensed Manpower Agencies

Issue Demand Letter > Chamber of Commerce + Embassy Attestation >
Interview Candidates Online > Issue Visa + Ticket to Selected > Manpower Deployed
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Hiring & Document Processing of Skilled Workers from Philippines

First Impression Management Consultancy (Est. Since year 2002)
Office No 568, Dynamic Business Center, Abu Baker Siddique Metro Station, Dubai, UAE
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INDIA: 203 Shree Balaji Heights, C G Road, Ahmedabad, Gujarat, India
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