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Objective: An aspiring Executive in Business Administration with sound experience in Office Administration, HR & Finance, developing standards in Customer Service/Relations. Orientation, analytics for Business Excellence and HR/Training Management in the corporate sector.
ACADEMIC RECORD:
· MBA (Human Resources & Finance)

· Karnataka University, Bangalore, India

· Degree in Bachelors of Science (PHYSICS HONOURS)
· Aeronautics College, Orissa, India
Professional Qualification:
· Lean Six Sigma Green Belt from Indian Statistical Institute (Bangalore) -2013

· Project – Database(Rolodex) – First Advantage

· Leadership training programme (3 month programme within the Organization)
PERSONAL DETAILS:

   Nationality

: Indian

   
   Passport No
 
: K3792712
   Date of Birth
: 19-05-1984
   Marital Status
: Married
 CORE COMPETENCIES
· Experienced in various roles i.e.; HR & Training, Customer Service, Admin & Banking Sector
· Excellent Customer Service/Relations skills with proven track record
· Good Analytical skills

· Ensuring excellent employee morale by fostering a positive, supportive and growth oriented work culture.

· Identifying, analyzing and driving cost-save projects by pursuing opportunities to streamline and re-engineer processes.

· Formulating standard operating procedures to mitigate business risk and enhance compliance to audit guidelines.

· Negotiate migrations with business partners, evaluate quality observation method, and chart training plans in line with business forecast.

· Good Analytical skills

· Excellent Communication skills

· A Team Player with a Positive attitude
· Ability to work & deliver results under pressure
WORK EXPERIENCE: 
First Advantage – Bangalore, India
May 16th 2014 - Oct 1st 2015

HR Verification Coordinator & Operations
Functional Responsibilities
· Planning and delivering, training - including inductions for new staff
· Analyzing training needs in conjunction with departmental managers.

· Dealing with grievances and implementing disciplinary procedures;

· Developing with line managers HR planning strategies which consider immediate and long-term staff requirements;

· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and selecting candidates;

· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management

· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures;

· Promoting equality and diversity as part of the culture of the organization
· Liaising with a wide range of people involved in policy areas such as staff performance and health and safety
· Verification of the job applicant’s personal details i.e.; Previous Employment, Educational, Criminal, Credit history & other Personal details for International clients.
· Coordinate with the clients to analyze the accuracy of the details provided by the employee

· Data validation of the performance and attendance maintained on daily basis.

· Conduct reference checks on candidates whenever required.
Standard Chartered Bank (Scope International) – Bangalore, India
April 22nd 2013 - January 27th 2014

Senior Retention Officer – Credit Card & Personal Banking
Functional Responsibilities

· Understand key drivers of attrition behaviors and define the required proactive and reactive strategies and investment levels based on conversion propensity and customer value/profitability.

· Identify changing customer payment habits at portfolio and individual level as they occur to evolve approach.

· Oversee cross-functional execution of retention programs across cardholder lifecycle to maximize retention and minimize losses. 

· Monitor ongoing performance of solutions and develop enhancements as required.

· Make recommendations to improve performance and business results by analyzing and leveraging test results, analytics, customer feedback, and market insights.

· Prepare business case to support recommendations for retention opportunities.

· Define opportunities to deliver incremental growth through investments related to retention strategies; build business requirements and business cases for funding and prioritization, and provide subject matter expertise to stakeholders.

· Analyze re-issue and closure strategies and impact to customer experience and portfolio financials, and recommend optimal re-issue and closure approach to minimize customer irritation and cost to the business
Hadda Valley Junior High School – Sana’a, Yemen
September 1st 2012 - March 1st 2013

Teaching Consultant
Functional Responsibilities
· Assist and support various education teams in providing excellent learning environment. 
· Assess and evaluate emotional, behavioral and learning aspects of students to design educational programs. 

· Demonstrate educational programs, plans and products at schools.

· Collaborate and coordinate with students, parents and communities in building educational programs. 

· Assist and support in functionalities of planning, implementation, assessment and school improvement processes.

· Provide ongoing support to educational staff. 

· Develop positive learning environments for students. 

· Ensure positive outcomes for all students. 
Convergys Pvt. Ltd. (AT&T) - Bangalore, India
June 3rd2011 - August 17th2012
Trainer & Quality Analyst
Functional Responsibilities
· Training and development of customer service staff

· Train the CSRs on soft skills & educate them the benefits of the same

· Identify areas of improvement and provide training for the same

· Analyze monthly performance reports and recommend changes in training modules to enhance sales of AT&T products & services

· Assess the efficiency of various programs used and make amendments accordingly

· Analyze monthly performance reports of the various AT&T centers within the United States to identify errors made on a regular basis

· Attend live call calibrations with Centre Leads, Directors and Regional Quality Managers to identify errors and recommend changes to improve the process and the centre’s performance in Sales & Services
· Prepared presentation for the Training Sessions of staff or employees.
Unisys Global Service - Bangalore, India
December 17th2007-May 20th2011
HR officer
Functional Responsibilities: 
· Ensure that accurate job descriptions are in place

· Provide advice and assistance with writing job descriptions

· Provide advice and assistance when conducting staff performance evaluations

· Identify training and development opportunities

· Organize staff training sessions, workshops and activities

· Process employee requests for outside training while complying with policies and procedures

· Provide basic counseling to staff who have performance related obstacles

· Provide advice and assistance in developing human resource plans

· Provide staff orientations

*Supporting Documents and References will be provided on request *
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