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CV No: 1387962

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Visa Status: Visit Visa

Summary
A self-driven Human Resource professional with an overall experience of 4.5 years spanning across different HR domains. These domains include operations, recruitment and generalist. Over this period I have developed exceptional attention to detail; effective time management; proven abilities to set priorities, meet deadlines, quickly become an expert in new processes and techniques.


	Core Competencies
	
	

	
	Employee Relationship
	  Analytical and Critical Thinking

	
	Management
	
	Team building

	
	Vendor Relationship Management
	
	Documentation

	
	Communication, Planning
	
	Time management

	
	Process Management
	
	Knowledge Management



Education


· Organizing 
· Data Analysis, Problem recognition and Problem solving 
· Employee training program development 
· Payroll Management 
· Master’s in Business Administration – Human Resource Management (Ongoing), ICFAI, Sikkim University, India. 
· Bachelors of Management studies in Marketing, University of Mumbai, India, Secured - 1st class, 2007 - 2010 
· Higher Secondary Certificate, St. Andrews College, Mumbai, India, Secured - 1st class, 2005 - 2007 
· Secondary School Certificate, Canossa Convent High School, Mumbai, India, Secured - 1st class, 2005 

IT Skills
· Systems:  Oracle, Windows 
· Tools: MS Office, Firefox, Chrome, Internet Explorer 

Professional Experience
as Senior Associate – HR Shared Services, Mumbai, India. September- 2013 – Till date
Operations
· Processing Payroll related administration requests from UK. Achieving high quality targets and issuing work within agreed SLA. 
· Generating letters for offshore employees and ensuring the New joiners data is correctly updated. Addressing employee queries, payroll related queries, absence queries, etc. via email and telephone. 
· Closely working with the HR Business Partners by taking their advanced knowledge of HR data and reporting to interpret report requests and determine the most effective way to analyze and present information. 
· Conducting monthly meetings with HR Business Partners and Senior Stakeholders in the UK to advise on progress of outstanding issues / documents mainly for new joiners, forecasting future projects for the team. 
· Managing and prioritizing workload to meet pre-determined deadlines. 
· Relationship management and coordination at all levels within the organization namely with HR Business partners, payroll team and employees. 
· Publishing joining head count report and other Adhoc HRSS MIS reports. 
People/ Process Management
· SPOC for all colleagues- help extended for Process related queries. 
· Mentor for process knowledge for new and existing team members. 
· Identify training needs and develop and schedule training plans for new and existing team members. 
· Create and maintain training related documentation. 
· Share developmental feedback with trainees based on OJT performance. 
· Create process awareness for newly introduced systems and concepts . 
Quality Management
· Conducting retrospective and planned process audits to ensure that all quality check points are followed. 
· Identifying loop holes in the quality systems and developing measure to plug them. 
· Reviewing documentation created by all team members before delivery to end client. 
Datacore Technologies Pvt. Ltd. (Deputed at Sanofi India Limited) as Senior Executive – HR, Mumbai, India. July 2012 – September 2013
· Managing end to end HR activities – viz Handling new joinee & related formalities, payroll management, Exits etc. 
· Incharge of preparing Offer letters, Appointment Letters, Contract Extension Letters, Relieving letters, etc. 
· Interact with Corporate Human Resources, Compensation & Benefits, Payroll personnel to resolve a wide variety of wage/salary and benefit-related issues. 
· Maintaining employee information & attendance trackers. 
· Handle various PF & ESIC related queries. 
· Ensuring prompt resolution to employee grievances to maintain cordial relations. 
Talent Discoveri Consulting India Pvt. Ltd. (TDC)as Assistant Manager – Human Capital Sourcing, Mumbai, India. November 2010 – July 2012
· Handling the entire Recruitment process. Receiving and understanding the requisitions with respect to technical and general aspects sent by different clients. 
· Devising recruitment strategies by analyzing job descriptions and implementing the same to generate applicant base through Job portals, Job posting, References, Headhunting etc. 
· Reviewing job applications. Screening candidates, scheduling telephonic interviews and coordinating for the same. 
· Follow up on interview status as well as post Interview status and update candidate on the same. 
· Participating in Salary Negotiation & offer generation. Coordinating pre-joining and post-joining recruitment processes. 

Certification
Swift Advance Excel Course
NIIT- Mumbai, India

Other activities and achievements
· Awarded star performer of the month twice by the CEO at JLT. 
· Actively involved in planning & organizing “I-Talent” an educational event for students & young working professionals with prominent speakers from the Insurance fraternity. 
