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Professional Summary

--------------------------------------------------------------------------------------------------------------------------------------------------

Career counsellor skilled in providing career counselling and career guidance for Students and professionals.

 Educational Qualification

--------------------------------------------------------------------------------------------------------------------------------------------------

CCA certified (certified career counselor) -95%

PGDHRM-2010, (First Division)

B.Tech-2006, (7.7/10)

12th Std (CBSE)-2001, (74%)

10th Std (CBSE)-1999, (80%)

--------------------------------------------------------------------------------------------------------------------------------------------------

Skill Enhancement Courses

--------------------------------------------------------------------------------------------------------------------------------------------------

CCA

SAP (HR)-4.7 from Software Information Solutions, Bangalore

C, C++ and Oracle 9i from NIIT, Bangalore

Work Experience & Project

--------------------------------------------------------------------------------------------------------------------------------------------------

Certified Career Analyst

Trained by Edumilestones on various aspects of counselling, successfully completed various case studies and cleared CCA certification with 95%.

Medi Assist India TPA Pvt Ltd

Sep 2009-Sep 2016

Assistant manager – HR (Business partner) - HR Generalist (end to end HR operations), onboarding, performance management, employee engagement, Training and development, Rewards & Recognition, payroll input, separation process (incl. exit interviews).

--------------------------------------------------------------------------------------------------------------------------------------------------

Roles and Responsibilities

HR Business Partner:

· Provide guidance and implementation of HR policies within the business unit.

· Improve work relationships between fellow employees and management by working closely to build morale and motivation

· Conduct meetings with business units on requirement basis.

· Provide HR guidance to management teams in business units wherever needed.

· Responsible for creating awareness on PMS to employees through training, workshops help desks and to make sure that the process is rolled out properly.

· Tracking quarterly and annual performances and conduct reviews. Follow up on the actionable post performance reviews through coaching, disciplinary actions, counseling, and career development. Carrying out PIPs (performance improvement plans) post review.

·  Responsible for timely completion of appraisal process.

· Finding out the training needs and providing the input for designing and developing training program

· Organizing employee engagement activities.

· Handling grievance management, issues & concerns resolution.

· Work on the attrition & exit analysis to control the attrition.

· Responsible for providing the payroll input to payroll team on monthly basis (attendance, attritions, leaves)

· Responsible for handling statutory requirements of exited employees

· Coordination for GMC, tax declarations, form 16, reimbursement forms, consultant invoices to the payroll team.

Performance Management System:

· Responsible for creating awareness on PMS to employees through training, workshops help desks. 

· Implemented Performance Management System with detailed KPIs for every employee, teams, departments aligned to the short- and long-term business objectives of the Organization. 

· Responsible for creating awareness on PMS through training, workshops help desks.

· Set the goals for the individual through meetings with the manager and the employee.

· Tracking quarterly and annual performances and conduct reviews.

· Follow up on the actionable post performance reviews

· Timely completion of appraisal process
· Collating ratings and analyzing trends
· Preparation of organization charts.

· Personal development Plans.

· Capturing the Training needs and provided input for designing and developing training program

· Responsible for PIPs (performance improvement plans) post review.

Employee Relations & engagement:

· Responsible for employee engagement activities at PAN India Level.

· Responsible for making & publishing event calendar, event magazine, budget allocation, follow up on the same across all the zones and branches.

· Carrying out R & R activities

· Responsible for Employee communications.

· Organizing fun activities, Cultural fests & Events Organization.

·     Handling grievance management, issues & concerns resolution.

·     Work on the attrition & exit analysis to control the attrition.

· Ensure exit interviews are conducted diligently and feedback is being rolled out to business in a timely basis.

·     Carried out employee Surveys for the organization.

·     Employee Pulse trackers on weekly basis

·    Early warning system on monthly basis

Payroll Management:

· Responsible for providing the payroll input to payroll team on monthly basis (attendance, attritions, leaves)

· Facilitating the Sodexho benefit to employees.

· Responsible for exit process for F&F

Responsible for handling statutory requirements of exited employees
· Coordination for GMC, tax declarations, form 16,reimbursement forms, consultant invoices to the payroll team.

New Software-HRMS Implementation

· SPOC between the vendor and the management in the implementation of HRMS software 

Employee Induction/Orientation

· Handled employee Induction.

· Responsible for roll out of new policy within the zone /region

Achievements:

· Implemented Performance management system in organization.

· Designed employee satisfaction survey for the organization.

· Introduced Employee engagement & Fun Friday events. Initiated various employee engagement activities.

· SPOC for PMS software & HRMS Software. Responsible for giving suggestions for PMS application customization.

· Initiated structured exit analysis at PAN India level.

· Worked on R & R policy
· Part of New initiative team and support the management in HR policies & new initiatives.

--------------------------------------------------------------------------------------------------------------------------------------------------

LIC of India


 October 2007 – Dec 2008

Development Officer –Recruitment, Training, Team Management, Client Relationship

--------------------------------------------------------------------------------------------------------------------------------------------------

Roles and Responsibilities

· Handled strategic recruitment functions, resource planning and management.
· Designing the Job profile and the KRA’s for all the employees.
· Ensured that critical positions were filled on time so that the business unit can function smoothly.
· Provide training to financial advisors regarding the Insurance
· Organizing monthly Fun and Work Events.
· Conduct Team building activities that motivate and promote individual and team growth.
· Held review meetings to revisit strengths and liabilities, and to build out better processes for better business. 

· Led multidisciplinary team of financial advisors.

--------------------------------------------------------------------------------------------------------------------------------------------------

Dusters Hospitality Services Pvt. Ltd


              Sept 2006 – Sept 2007

(Through XY coordinate Consultancy)

Sr. Executive – HR–Employee Joining formalities, Employee Induction Training, Employee Leave Management, Employee database Management Performance Management System, Employee Welfare and celebrations, Compensation & Benefits Management.
-------------------------------------------------------------------------------------------------------------------------------------------------

Roles and Responsibilities

Performance Management System 

· Execution of Probationary & Annual Performance Appraisal process across the levels and establishing framework for substantiating Performance Appraisal system linked to salary increment, promotion, bonus, incentive, Reward & recognition etc.
Employee Induction

· Designing and execution of induction & orientation program for newly recruited    employees.

Employee Welfare and celebrations

· Employee engagement activities like organizing Monthly Birthday Celebrations, Employee farewell, Family get-together, ethnic day    cricket tournaments, Games competitions and Employee Education programme for employee motivation & create a vibrant, fun, learning and growth oriented culture.

Employee joining formalities & database Management

· Responsible for all the employee joining formalities

· Management of employee data, also worked on HRMS package.
Compensation & Benefits Management

· Accurately updated and providing timely Inputs to Payroll Administration. New Employee Details, New Employee Salary Details, Resignations, Status Change, Salary Revision, Master Changes, Loss of Pay, Bank A/c Changes, Variable Payments, Variable Deductions & Other Inputs.

· Exit formalities

--------------------------------------------------------------------------------------------------------------------------------------------------

Personal Information:
DOB 

    : 15th  November, 1983

Marital Status
    : Married

Place

    : Bangalore                                                                       
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