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Objectives

To obtain a position that allows me to utilize my education, technical expertise & do the job that will enhance my career.

•
Overall Experience of 12yrs of which 8yrs of experience in MIS with ITES Industry

•
Proven process improvement methodologies; excels in work by taking ownership and 
setting standards.

HDFC Life Insurance company ltd.
Deputy Manager –HR (EMP ID: - 123477)

Deputed from 2nd Jan 2014 to 5th May 2015
Responsibilities: -
· PAYROLL PAN INDIA

(Preparing salary register and collating month on month inputs of sales incentive to be paid to employees eligible as per company’s policy and forwarding the same to finance team for payouts.)

· HR ANALYTICS

(Ensuring timely publishing of all HR Analytics related reports (Attrition/ Manning/ Dashboards/ MBR/ Attrition Deck) and Ensure reduction of manual intervention in report creation by movement to OBIEE)

· OBIEE (HR Automation Tool)

(Ensure timely data uploads on system by various stakeholders, Validation and audit of data provided by data providers, Educating data providers on errors and removing the same, driving utility of OBIE tool within BHR teams and other stakeholders)

· PREDCIVTIVE ANALYSIS 

(Partner with multiple channel heads in order to define and implement predictive analysis.

Create channel by channel predictive modeling based on various input parameters and analyze the performance of the channel against the predictive modeling. Create monthly insight collation on the activities done.)

· Company Car Scheme process / Company Credit Cards & Club Membership
(Ensure timely delivery on company car to employees who have opted for the same and deduction of EMI’s)

Hutchison Global Services Ltd ( Tech Mahindra)
Assistant Manager –MIS-HR (C&B / Recruitment) (EMP ID: - 18702)

Deputed from 8th Oct 2007 to 31st Dec 2013
Responsibilities: -
· PAYROLL PAN INDIA

(Preparing salary register and collating month on month inputs of sales incentive to be paid to employees eligible as per company’s policy and forwarding the same to finance team for payouts.)

· RECRUITMENT COST BUDGET

(Preparing yearly Budget sheet pertaining to Recruitment for financial year and 
forwarding the same 1 to Finance with the approvals of HOD and 
Sr. Manger Recruitment -HR)

· Analysis of Recruitment Reports

(Preparing Weekly, Monthly & Quarterly review reports for analyzing the average CTC 
& average Cost Per Hire, Maintaining Recruiter & Vendor wise offer to joining count, Updating of Emp Id’s through People Soft and forwarding the same to VHR’s, Maintaining the Candidate Requisition Data raised by the VHR’s with their Budget SLA Code & also maintaining the data of CV forwarded against openings for Mangers & above level)

· Vendor Billing

(Forwarding the monthly joiners details to the consultant for raising the invoice.

Processing the monthly invoices raised by the vendor and forwarding the same to 
Finance Dept & Making the yearly agreements of the Consultants and Agencies)

· Provision v/s Actual

(Preparing monthly provision for actual no’s hired and assumption of the no’s which are to be hired?
 Preparing of Monthly - CPH (cost Per Hire) adding the fixed and Variable cost)

· Data  Verification & UPLOADING

(Verifying the Offers details entered by the Data Entry Operators pertaining to candidates Offered and Joined and uploading the same in ORACLE)

(Forwarding the same details to HOD, VP and Vertical HR of concerned departments)
WNS - HR- MIS EXECUTIVE - (EMP ID: - 110034)

Deputed from 22nd Jan 2007 to 5TH Oct 2007
Responsibilities: -
· Analysis of Recruitment Reports

(Creating Weekly, Monthly & Quarterly review reports for analyzing the average CTC & average Cost Per Hire, Maintaining Recruiter & Vendor wise offer to joining count, Updating of Emp Id’s through People Soft and forwarding the same to VHR’s, Maintaining the Candidate Requisition Data raised by the VHR’s with their Budget SLA Code & also maintaining the data of CV forwarded against openings for Mangers & above level)

· Verifying People Soft database in Recruitment & Workforce Module

(Helping with entering the offer data, joining data & creating Emp ID’s in People Soft. Updating the salary Stack up’s of candidates joined.)

· Vendor Billing

(Forwarding the monthly joiners details to the consultant for raising the invoice.

Processing the monthly invoices raised by the vendor and forwarding the same to Finance 
Dept & Making the yearly agreements of the Consultants and Agencies)

· Data Verification 

(Verifying the Offers details entered by the Data Entry Operators pertaining to candidates Offered and Joined)

(Forwarding the same details to HOD, VP and Vertical HR of concerned departments)
WIPRO BPO -HR (STRATEGIC SOURCING)- MIS EXECUTIVE

Deputed from 1st DEC 2005 to 31st May 2006 (EMP ID: -469142) - On Contract

 & 1st Jun 2006 TO 19th Jan 2007) (EMP ID: - 110034) – On Rolls

Responsibilities: -

· Handling all the details of Candidates selected after Interviews for different process of the company & preparing MIS for the day, week and month.(Making Entries of the candidates profile and CTC offered to them by recruiters and HR of the different process as per their education and experience and making MIS in excel at the end of the day)

· SAP entries of the candidates selected of payrolls to create there EMP ID

(Making entries in SAP of candidates profile and CTC given to them with other allowances and create there EMP ID)

· Handling all the Invoices, Agreements & Cheque of  Consultants and Agencies 

(Making payments to the consultants as per invoice raised by them and making the yearly agreements of the Consultants and Agencies as per hiring capacity of the candidates)

RELIANCE INFOCOMM (DAKC) REVENUE ASSURANCE – MIS EXECUTIVE

From 6th FEB 2003 TO 30th NOV 2005

 Responsibilities: -

· Handling SAP Billing Entries

(Passing Service Orders and Work Orders for monthly billing purpose the 

Agencies in SAP)

· Supervising & Handling MIS Report of Revenue Assurance Team.

 (Making MIS of Caf Audit, Audit on Caf Document sent by circles)

· Acting Team Leader of Quality Control Department

(Quality checking of Customer Application Forms (CAF) whether the data entry operators have entered the details of customers correctly and making MIS of rejected and non-rejected applications out of total CAFs entered).

· Handling MIS Report of DATA ENTRY CENTRE

(Making MIS report of work done by Data Entry Operator and Generating the XML file of Total Data entered Customers Applications per day.)

· Handling Attendance sheet and payment details of DATA ENTRY OPERATORS 

· Preparing attendance sheet and making payments to all Data Entry Operators

(Forwarding the same details to HOD and Co coordinators of concerned departments)


WORKED IN ASHMITA COMPUTER INSTITUTE AS FACULTY 

20th JANUARY 2002 – 30th JUNE 2002

Syllabus: -

OPERATING SYSTEM: - DOS, WINNT, and WIN 98

PACKAGE KNOWN: -MSOFFICE {MS WORD, MS EXCEL, MS POWERPOINT}

WORKED IN EKVEERA VIDYLAYA SCHOOL AS FACULTY 

12th JULY 2002 – 20th DECEMBER 2002

Syllabus: -

OPERATING SYSTEM: - DOS, WINNT, and WIN 98

PACKAGE KNOWN: -MSOFFICE {MS WORD, MS EXCEL, MS POWERPOINT}


NSS (NATIONAL SERVICE SCHEME), FIRE OPERATOR & CIVIL DEFENCE.


Software

OPERATING SYSTEM: -DOS, WINNT, and WIN 98

PACKAGE KNOWN: -MSOFFICE {MS WORD, MS EXCEL, MS POWERPOINT}

DESK TOP PUBLISHING:
COREL DRAW

Hardware
Assembling, Maintenance & Basic of Networking


ACADEMIC QUALIFICATION

Bcom from Mumbai Hindi Vidyapeeth. 


H.S.C from Mumbai Board

S.S.C from Mumbai Board
DATE OF BIRTH: -
21ST OCTOBER 1978.

MARITAL STATUS: - Married

LINGUISTIC PROFICIENCY: -ENGLISH, HINDI & MARATHI (READ/WRITE/SPEAK)

SPORTS: - VOLLEY BALL, HANDBALL & CRICKET
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