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Professional Summary Highly accomplished and results-driven HR professional with over 10 years of progressive experience in Human Resource Management. Proven expertise in HR lifecycle management, including onboarding, employee changes, record maintenance, and exit processes. Adept at leveraging HRIS platforms such as Workday, ServiceNow, and PeopleSoft to streamline operations and ensure data confidentiality. Strong leadership capabilities, demonstrated by successfully managing teams and leading training initiatives. Seeking a challenging HR Manager role where I can apply my comprehensive HR knowledge, strategic planning abilities, and effective communication skills to contribute to organizational growth.

Career Objective Seeking a middle-level assignment in Human Resource Management (HRM) with a growth- oriented organization, aspiring to grow into an HR Manager role by leveraging extensive experience in HR operations, HRIS management, and team leadership.

Experience

Admission counselor Crestwood High School May 2025. – Till Date

· Attaining parent query call, Parent walking query.
· Maintaining all operating files
· Taking care of admission query
· Taking SAT and TCS  and migration certificate 

Business Lead | TCS, Bengaluru January 2025 – April 2025

· Currently associated with TCS as a Business Lead, handling the onboarding process for the Pwc project.
· Utilizing ServiceNow and Workday for HR operations.
· Leading and managing a team of 8 members.

HR Service Delivery Analyst | Accenture, Bengaluru October 2019 - December 2024

· Managed the entire HR lifecycle, from hire to retire processes for the UPS project.
· Served as the primary point of contact for all HR/EDM matters and inquiries, resolving requests via the HR Case Ticketing Management System, ServiceNow, in a timely and accurate manner.
· Processed employee changes, corrections, department transfers, and other HR-related information into Workday with strict confidentiality.
· Proficiently worked with ServiceNow Ticketing Tool, Workday, and PeopleSoft tools.
· Assisted in maintaining employee records and HR Databases, ensuring confidentiality standards.
· Handled daily allocation calls and managed Start of the Day (SOD) and Mid of the Day (MOD) allocation status.
· Led virtual web training for 3 incoming team members, instructing them on new hire and internal transfer processes from a ServiceNow point of delivery to Workday data entry.

Project: Kraftheinz

· Handled all HR lifecycle activities.
· Assisted with ongoing day-to-day Workday activities, including Employee Record Maintenance, Job changes, transfers, promotions, and terminations.
· Prepared various reports such as Legal Hold, SOX report, RCA, GBS RSLA, and Contingent worker reports.
· Managed daily allocation calls and updated Start of the Day (SOD) and Mid of the Day (MOD) allocation status.

Senior Executive - HR | Maintec Technologies Pvt Ltd November 2016 - October 2019

· Served as the HR SPOC for C2H Employees for clients including HCL, Wipro, TCS, NTT, and Oracle.
· Joining Formalities, Induction, and Orientation:
· Conducted joining formalities and brief induction programs for new hires, covering company policies, procedures, HRIS, Corporate Sustainability, and Code of Integrity.
· Documented personal data forms and other necessary documents in HR records.
· Maintained and updated HRIS for new joiners and created employee personal files.
· Tracked confirmation, appraisals, and increments of employees.
· Prepared various HR letters (offer, appointment, confirmation, increment, transfer, absenteeism notice, warning, showcase notice, experience/service certificate, relieving letter).
· Background Verification:
· Initiated BGV processes with vendors (Vibrant, AuthBridge) and shared reports with clients.
· Leave & Attendance Processes:
· Verified and tracked employee hours, approvals, missing punches, and time detail reports using timekeeping systems; maintained leave records.
· Payroll Input Process:
· Responsible for compiling, preparing, processing, and generating monthly payroll input.
· Employee Engagement:
· Celebrated various company events (Diwali, Ganpati festival).
· Managed welfare measures, management employee get-togethers, picnics, and parties.
· Developed employee engagement programs, including initiating welcome mail policies for new joiners and regular Birthday mailers & celebration policies.
· Employee Relation:
· Managed Employee Rewards and Recognition (R&R) activities on a monthly basis.
· Handled overall grievance, query, and issues resolution.
· Insurance Process:
· Maintained current professional insurance policies and acted as a point person for insurance certificate requests.
· Managed Group Medicinal Claim (GMC), Group Personal Accident (GPA), and Group Term Life (GTL).
· Sent monthly addition and deletion details to insurance vendors and followed up on employee claims.
· ISO-Auditing:
· Contributed to ISO by following procedures for quality maintenance.
· Filed HR-Dept activities as per ISO documentation to ensure quality work.
· Employee Exit Process:
· Conducted employee exit interviews and shared feedback with management.
· Ensured clearance processes, relieving, and full and final settlement, updating records.
· Coordinated with various departments.

Executive - HR | Ignis Software Technology Pvt Ltd November 2014 - November 2016

· Managed Recruitment and Background Verification.
· Handled Joining formalities, Induction, and Orientation.
· Responsible for Payroll Input Process.
· Involved in Employee Engagement initiatives.
· Managed Insurance Processes.
· Oversaw Employee Exit Process.

Executive - HR | Arcadis October 2013 - November 2014

· Managed Recruitment and Background Verification.
· Handled Joining formalities, Induction, and Orientation.
· Responsible for Payroll Input Process.

· Involved in Employee Engagement initiatives.
· Managed Insurance Processes.
· Oversaw Employee Exit Process.

HR Recruiter | Corporate Careerz October 2012 - October 2013

Educational Qualification

· Master of Business Administration (MBA) in HR & Marketing
· Presidency College, Bangalore University | Year of Passing: 2012
· Bachelor of Science (B.Sc.)
· Vinoba Bhave University, Dhanbad | Year of Passing: 2010

Notable Achievements

· Secretary of Presidency College in 2011.
· Second position in crisis management seminar at the Management fest organized by Bangalore University in 2011.
· Won first and third prize in consecutive years in inter-college Cultural fest and third prize in one-act play at Bangalore University in 2011.
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