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Human Resource Professional ~ Offering rich experience in handling Talent Acquisition, Compensation & Benefits, Performance Management & contributing to the Firm’s strategic and operational goals by the provision of effective human resources service.

Career Abstract

To bring a dynamic and versatile portfolio of skills at work place and to serve the organization with positive attitude and efficiency.Expertise in developing, recommending and implementing human resources and learning & development  strategies and policies in support of business objectives. Spearheaded process change initiatives in the areas of Recruitment, compensation & benefits and performance management.Team Player with exceptional communication, relationship management, people skills & problem solving skills.
Area of Expertise

· HR System Creative/Implementation 

· Employee Edocket

· Six Sigma/Focus

· Recruitment System
· Business Analyst
· Vendor Management

· Compensation/Benefit Programs

· SAP-HR (ECC 6.0)

Career Path

· Ltd-  Bangalore  –January1, 2009– Till Date –HR – Process Specialist
Job Profile:
1. Compensation & Benefit

· Working as a Point  Of Contact for offer process of India, EMEA, APAC and Brazil

· Understanding of C&B concepts like pay package composition, insurance, superannuation etc.

· Design, implement and manage salary classifications 

· Knowledge of existing compensation & benefits policies and processes

· Acting as an internal advisor on all projects with compensation & benefits impact involving interaction with stakeholders and COE’s
· Actively participated during the implementation of Kenexa for EMEA and APAC Recruitment and Offer generation

· Implement changes based on the organizational financial model – change in compensation structure, identify and correct anomalies
· Handling internal communications documents and process it for payroll with the support of payroll team
· Provided job training and job shadowing to the new members in the team & responsible for creating SOP’s
· Assist in applying all new measures to enhance stakeholder satisfaction.

· Worked on transition of process from Recruitment support team to HR delivery and Compensation review
· Salary Proposals - Salary fitment, Salary Negotiations and Offer processing
· International C & B - Salary fitment and annual merit increase process

· Administration - Compensation (Base and short term incentive), and stock option programs, Approval & Revision of Salaries through ERP, Legal Agreements

· Adjustments - Appropriate salary grade placement and adjustments consistent with objectives regarding internal equity and external competitiveness

· Statutory Compliances - Looking after all the statutory compliances involving EPF, ESI and Factories Act
· Surveys - C & B survey participation and compilation
· Operations - Post Offer Handholding, Relocation including International relocation, Joining Formalities, HR Policy & Process induction, Maintenance of records through documentation
2. Talent Management and Performance Management

· Work with the Business HR / Regional HR for KRA setting / Review’s/ Feedback.

· Collecting and collating the Employee Performance Review data (EPR’s) from respective Project managers and share the same with Business leads

· Co-ordinate with function leads on the ratings and moderation work.

· Worked for the role change process – review unit stream guidelines and check eligibility
· Ensuring and administering sound Performance Appraisal System - Initiating Annual Performance appraisal followed by annual review & rewarding Appraisal Process follow-up and co-ordination, preparation of increment plan and increment letters
· Coordinating with operation team to control the Over Time

· Analysis of Attrition
· Coordinating with the HRs of different Practice Units
· Service Agreements for Trainees

3. Talent Acquisition and Recruitment
· Recruitment - Sourcing & screening resume from Job Portal/Employee Referral, IJP’s and Campus Hiring.
· Conducting effective HR interviews including salary negotiations
· Role and Salary fitment based on the internal criteria, Offer processing and Roll out

· Collaborating with placement agencies to fulfill requirements
· Maintain Employee Attendance 
· Formulating the templates, Preparing  Part Time, Transfer  Letters, Void, Withdrawal Letters and Revised Letters

· Monitor and control the absence of employees.

· Maintain Employee personal files with all relevant documents

· Prepare Daily Employee Strength Report

· Checking the complaint Box/ Suggestion Boxes and taking necessary action against the complaints/suggestions found, if any         

· Taking care of contract employees agreement, time records, wage sheet etc

· Audit and upkeep of all personal files. Ensure database of all employees is available and complete in all respects HRIS

· Identification of training needs, training plan, preparing training calendar, undertake training programmes, Induction programme. Customised module for each level for training to be imparted.

· Plan & Implement welfare programmes& Rewards and Recognition for employees

· Follow-ups for the HR’s for missing Trainee Settlement Agreement at the time of Trainee joining
· Analytics - Job analyses, including interview, evaluation, internal comparison and external survey, Monthly HR Trackers

· Working on Bulk and Niche requirements for Domestic and International Locations
4. Employee Relation Activities 

· Communicating with various levels of employees to understand their problems

· Investigate the factors that are adversely affecting the performance and productivity of the employers

· Evaluate the work related problems by taking appropriate measures and discussing with the management to design plans of action
· Inform and guide the employees on the rules and regulations of the company and the procedures that need to be followed to ensure their compliance

· To counsel and advise the employees on their personal and professional problems

· Resolves problems or questions concerning employee relations and HR-related investigations
· Plan and implement of employee engagement activities and Rewards and Recognition

3. Exit Process

· Handling and maintenance of Separation Process across regions
· Coordinating with central team for employee’s letters and central database updation for joining and exit

· Preparation and Issuance of Relieving Letter to offshore employees

· Coordinating with HR’s/Managers/employees for the closure of the exit process

· Exit interview 

· Full and Final Settlement
4. Others (HR MIS Reports)
· Responsible for the India Salary Advises viz., RNR advise, BOA advise & Confirmation Advice, Shadow Salary Advise, Comp Review Advise, Separation & On-Notice Advise, Variable Payout Advice, NSA & Implementation Allowance Advise etc.,

· MIS - preparing various ad-hoc reports and advices as and when required.

· Was involved inConnect Infy process which involves the referral payments of the referred employees.

· Proficient in SAP-HR (ECC 6.0).

· Preparing monthly/quarterly/fortnightly reports like PI, Net addition, Nationality report, education profiler, Support Addition and different Ad-hoc reports.

· Deployment of resources for the given requirement at the right time and ensure the positions are filled within the SLAs.

· Documentation, Maintenance and Updating of various reports on periodical basis.

· Ensuring that all the employee queries are addressed within the time lines to the satisfaction of the employee concerned.

· Faced & Conducted HR Audits to maintain the quality of HR function within the organization

· Involved in the enhancement and implementation of the multiple HR process such as Confsys, e-Transfer, e-Separation, e-Docket, e-Joining
Advance Excel (MIS)
· MIS reports
· GOOD in PPT

· Knowledge about Recruitment Report ( Report, Client wise reports, TAT, Dash Board, Join Wise Report, Recruiter wise report etc). 

· Good Knowledge about MS Word

   Achievements

· Got appreciation for the work done during the Organization wide Compensation review in Infosys Ltd.
· Awarded with “Star Performer of the Quarter” in Infosys Ltd.
· Received several Spot Award.
· Received Extra Mile Award from Clients for the best performance – April 2013

· Received Extra Mile Award from Clients for the best performance – July 2014

· Process automation of offers to Online from Manual

· Received I Star award for maintaining consistency for Quality and TAT for continuous 6 months – July 2013
· Received I Star award for maintaining consistency for Quality and TAT for continuous 6 months – July 2014

· Received RAMP award for processing highest number of cases, with 100% quality

· Received many appreciation letters from Clients/Seniors/Peer
Training’s attended

· Six Sigma – Yellow Belt Training
· Milestone 3.0, Client Interfacing Skills, Presentation skills etc
· British Communication Training
Scholastics

· MBA – Human Resources from IGNOU
· B.Sc in Chemistry, Biology and Zoology 
Personal Dossier

Date of Birth

:
1st July 1983
Nationality

:
Indian 

Marital Status

:
Single
Languages known
:
English, Hindi, Tamil, Kannada, Telugu
Hobbies                               :             Listening to music
Visit Status

:  
Visit Visa

Declaration

I hereby declare that the information furnished above is true to my knowledge and belief.[image: image2.png]



