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Skilled HR professional with 6years of progressive, comprehensive experience in Human Resources. Demonstrated
      Management style in the development & implementation of strategic plan to ensure company growth. Proven
      ability to manage multiple assignments efficiently while meeting tight deadline schedules.

                   CORE STRENGTH                                                                                TECHNICAL EXPERTISE                                
       
                Payroll & HR Administration                                                                    SAP HCM , HP1, EP1, HR3             
                 Recruitment & Onboarding                                                                       SAP Winshuttle
                 Personnel Administration                                                                          EIC          
                 Org. Management & Reporting                                                                 Siebel

                 Time Administration                                                                                   MS Office | MS Visio

                 Performance Appraisal                                                                               Adobe Acrobat Lifecycle designer

· Serco Group PLC 







              Feb 2012 - Till Date
      
Team Coach, HR Shared Services  





                             

Serco Group PLC is a United Kingdom based Service company.  It employs more than 100,000 employees. It 
delivers mission-critical services to government and private clients in over 30 countries. It operates in  
various sectors like transport, science, government services & defence etc.






HR & Payroll Projects Undertaken

· Serco Middle East Human Resource Shared Services Transition 

[June 2013 - Aug 2013]

· Serco UK Human Resource Shared Services Transition 



[Feb 2012 - Mar 2012]

Key Responsibilities:
· Managing Human Resource and Payroll Activities for Serco in Middle East with expertise in handling 5 Payroll Areas I.e. -
 

UAE Payroll, Iraq Payroll, KSA Payroll, Bahrain Payroll and Qatar Payroll.
· Processing various payroll activities for the employees such as Housing Advance, Salary Advance, Overtime payment and School Fees Reimbursement Invoice.
· Managing salary and pay slip related query like salary rejections, payout discrepancy, and pay slip clarification after payroll run. 
· Coordinating with onshore team, Finance, Line managers etc in UK & Middle East for last minute changes before Payroll cut off in employee’s record.
· Managing and preparing Pre & Post payroll reports such as Variance Analysis Report, Pre - Payment Report to curtail any unnecessary payments released to the employees in error.
· Managing end to end recruitment in 5 steps I;e Sourcing, Screening, Conducting Interview(Telephonic Interview, Preliminary Interview, Written Test, Ops Round), Selection, Onboarding & System Update.
· Managing Employment contract generation for New Hires & Internal Employees like New Hire Contracts, Transfer Letters and Promotion Letters etc
· Managing on boarding procedure by creating new hires record in the system with their salary components 
including Annual Salary, Pension, Terminal Gratuity, and Allowances etc.
· Coordinating with PRO for the Visa formalities for new hires & WPS number & providing the Visa copies for Medical Card enrollment & WPS details to Payroll team.
· Processing changes in salary of employees due to promotions, lateral movements, intercompany assignments & annual increment etc. 

· Maintaining employee benefits programs and resolving queries on benefits such as Medical Benefits, Fuel Card Benefits & Annual Airfare Benefits etc.
· By Identifying hiring need, creating Organization unit over the system, creating new positions in the hierarchy. Making changes in the existing & delimited positions & creating vacancy as per the organization need.
· Involved in providing various reports to management such as new hire report, leavers report, Headcount report, Staff List, Budget Holder report, Net pay report & various other report as required by business
· Managing leave quota of the employees like Annual Leave, Sick Leave, Maternity Leave, Paternity Leave etc.

· Managing Internal Appraisals of employees within team through 360degree appraisal mechanism. 

· Managing Queries & requests related to historical human resource records primarily leavers for any requests related to Service letters, employment verification & Payslip etc.
· Managing Team for HR activities like Letter generation for Salary Transfer Letter, NOC Letter, Salary
Certificates.

· Hearing and resolving employees’ grievances, counseling employees as per the company policy.
· Maintaining management guidelines by preparing, updating, and recommending human resource policies and procedures.
        Rewards & Recognition:
· Special Contribution Awards | Employee of the Month Award
· Best Team of the Quarter Award
· AON Hewitt Associates 






             Jan 2009 – Jan 2012

Business Analyst, Recruitment & HR


AON Hewitt is the world’s pre-eminent human resources consulting and outsourcing firm which handles more 
than 70 million HR-related customer interactions each year for nearly 20 million employees worldwide.

Key Responsibilities:
· Managing and processing e-Forms in SAP involving salary & allowances inputs, hierarchy inputs etc & 
cross checking the data with manual forms in KRB to ensure appropriate data flow before Payroll Cut-Off.
· Managing Recruitment for British Petroleum from New Hires to Internal Transfers.
· Creating and processing New Hires Record, Changing existing record involving Promotion, Lateral 
Transfer, Annual Salary Increment, Allowances Addition/Removal etc before Payroll Cut-Off.
· Coordinating with on shore team (Poland) for business continuity, queries, escalations & reporting etc.
· Managing pre-employment checks like Initiating Medical checks, Background check (Vetting through Back check) and Right to work checks.
· Developing and implementing human resource policies, sharing of ideas improvising and implementing policies and process related to employees.
· Responsible for recruitment and selection process in different levels, prepare and implement employees’ job classification and rating as per the company norm.
· Maintain and update management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Providing solution to any queries related to recruitments to Line Managers, Hiring Managers, employees etc & raising issues & concerns to Business leads for any complex issues & fetching resolution.
· Coordinating with the Recruiters, HR head, Line Managers and third party vendors for the checks performed results, inquiries and Issues.
· Designing and conducting training on business and technical skills like SAP HCM operating procedure, CRM operating procedures etc. 
· Attending direct client calls, third party vendor calls for weekly meetings, issues and resolution related 
to Pre-Employment checks. 
· Creating and issuing offer and contract, welcome letters, transfers letters, withdrawal letter, letter for temporary assignments and fixed term assignment. 
· Coordinating with Line Managers, HR Advisors for letter review & releasing the final draft to employees and new hires.
· Involved in research, escalation root cause analysis of human resource policies and procedures.

       Tools & Software :
· SAP | Kennexa Recruitment Brassring 

· Back Check | Content Manager
· MS Word | MS Excel
       Projects :
· Involved in Waste Lean Project, identifying the waste in the process and implementing changes
to Eliminate the waste to improve the overall process cycle. 
· 09.2010 - 10.2010: Resourcing Optimization Project-7 Involved with client and onshore team(Poland-Krakow) for the major implementation of the new Structured Changes in the pre-employment pod.

· 09.2011 - 10.2011:  Involved in recent ATOS to BUPA transition project.
Rewards & Recognition:
· Champions Award | Platinum Award
· Best Idea of the month | Premier team award

· WLP Certificate
      Rewards & Recognition
· Received appreciation letter for service excellence.


· Master of Business Administration (Human Resources) from Sikkim Manipal University         2009-2011

· Bachelor of Arts (English) Honors from Delhi University



               2005-2008

· Diploma in Aviation, Hospitality, Tour and Travel from Frankfinn  


               2005-2006

· Senior Secondary from Central Board of Secondary Education (C.B.S.E)  

               2004-2005
· Secondary from Gyan Bharti, Central Board of Secondary Education (C.B.S.E)                              1998-1999
                                                                PROFESSIONAL DOSSIER 





                                                               ACADEMIC QUALIFICATION
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