Nirmala Singh
Phone +91 9158988850
E-Mail: Nirmala.singhimt26@gmail.com
Address: Mangamma nilayam, No.1 Bhanu nursing home Road near Chinai college of nursing Bommanahalli Bangalore 560068, landmark-Nandi Toyat

Objective: -
To be a part of an organization where I can apply my knowledge plus enhance & strengthen my skills in conjunction with company�s goals & objectives.

Professional Summary: -

· A dynamic professional with 7.5 year�s work experience in Human Resources, HR Operations & Client Servicing and 5.9 years work experience in operations profile.

· Expertise in HR Activities like Employee Life Cycle Management, Employee Relation, Employee Engagement, Compensation and Benefit Management, Statutory Compliance, HRMS, Exit Formalities, HR Reports (Head Count, Documentation, Monthly and yearly Attrition Report, Dash Board, Payroll Issue Tracker ETC).
· Quick learner, Self-motivated, Good team player with excellent interpersonal skills.

Academic Credentials: -
2007 - 2009
Post Graduate Diploma in Business Administration in Human Resource from University of Pune.

2002 - 2005 Bachelor of Commerce, from M.S.University, Baroda.
Skills & Proficiency:
Well-versed with the use of Peoplesoft and Adrenalin- I working on Peoplesoft and Adrenalin to get data for all the relevant HR reports

Good Knowledge on - MS Office, SAP, Tally

Work Experience: -
· Organization: HGS International Services Pvt Ltd 

Position held: TL HR Operations
Duration: 22nd Jan 2018 to 3rd May 2019
Responsibilities: 
· Team Management, Operations Management, Process Management, Client Relationship Management, Data Reconciliations.
· Mapping client�s requirement and coordinating, developing and implementing processes in line with guidelines.
· Manage the life cycle and Exit activities, Vendor Management.

· Ensure all deliverables from the team members are executed with maker and checker process in place to minimize any possible operational risk.
· Establish and manage communications / escalations, as necessary, to ensure that issues are resolved within the severity guidelines and clients are contacted with updates and resolutions. 

· Organization: Convergys (I) Pvt. Ltd. 

Position held: HR Generalist
Duration: 23rd Jul 2012 to 10 Nov 2017
Responsibilities: 
· Employee Relation- Handling Disciplinary Issues (CAP and DAP Cases), Salary Issue.

· Handling HR Business Partner activities � ER , IJP�s , R&R , Exit Formalities
· Conducting Skip Meeting, HR � Forum, Team Talk.

· HR Reporting & MIS � Management reports, HR Dashboard, Employee Database Management, Global Reporting.
· HR Reports (Head Count, Documentation, Monthly and yearly Attrition Report, Dash Board, Payroll Issue Tracker ETC)
· Headcount � summary and detail by geography and function 

· Hires/Terminations/Attrition � summary and details 

· Performance � status and ratings 

· Statutory Compliance �PF, ESIC, PT

· Managing Employee Database, Time Keeping

· Taking care of Compliance, Medical, Vendor payment- P Soft. 
· Additional responsibility : Taken care of support hiring in order to support recruitment in absence of the responsible person. 

Achievements:- 

· Knight Award Winner (Support- Best HR) Quarter 2 2013
· Legend Award Winner (Support- Best HR) Year 2013

· Legend Award Winner (Support- Best HR) Year 2014

· Promoted in 2014 from Assit III to Assit IV
· Organization: Serco Global Services (I) Pvt. Ltd. 

Company Profile: ITES/BPO

Position held: Human Resource Executive (HR Generalist)
Duration: 10th Oct 2011 to 17th Jul 2012
Job Profile: Human Resource - Generalist (Employee Relation & Engagement)
Responsibilities: 

· Handling Employee Relation and Employee Engagement Activities

· Conducting Inducting, Joining Formalities.

· Conducting Skip Meeting, HR � Forum, Team Talk.

· Handling Disciplinary Issues (CAP and DAP Cases), Salary Issue.

· Initiating and driving IJPs, Transfer and Re-deployment activities

· Organization: BNY Mellon International Operations (I) Pvt. Ltd 

Company Profile: ITES / KPO

 
Position held: Operation Executive (Finance) 

      Duration: 17th May 2010 to 7th Oct 2011.

      Job Profile: Working on ORION & LRPS (Billing System)

Responsibilities: 

· Bank reconciliation for Securities, Loans, Investments & corporate Trust accounts.

· On Trustee Role
· Looking after the payments from customers

· Member for Fun Committee and ER team

· Conducting fun activities on floor and related to ER
                    Achievements:- 

·  Star performer (Half Yearly) 2011
· Organization: EXL Service (I) Pvt.  Ltd. 

Company Profile: ITES / BPO
 
Position held: Customer Care Executive (Back office/Non voice) 

      Duration: 15th Jan 2007 to 07th April 2010.
      Job Profile: Working on SAP (Billing & Invoicing Dep.)
Responsibilities: 
· Billing and invoice the account for UK based clients.

· Keeping track of new and old   customers
· Looking after the payments from customers
· Active member of HR Fun Committee 
    Achievements:

· Taking initiative in team activity.
· Appreciated by top Management.
· Always use to lead and Motivate Team.
· Best Female employee of the team,Year-2009 
· Organization:  Assent  Group 
Company Profile: Advertising Agency & government project for MIDC. 

                       
Position Held: Assistant Accountant and Media in charge
                      
Duration: 13th Jan 2006 to 12th Jan 2007.
                       
Job Profile: Entries in tally 7.2 (sales, purchase, cash, bank)
                     
Responsibilities: 
· Active member of  HR recruitment team

· Employee time keeping, Attendance and Payroll 

· Handling petty cash, Invoicing, new acquisition and withdrawals
· Client reporting, provide business information, Office administration
Hobbies & Other Activities: -
· Dancing, Listening to music, Drawing
· Event Management: Arranged events at school, college and corporate level.

· Event Management: Organized EAP (Employee Appreciation Program) in office and hosted the event.  

Personal Information: -
Name


: Nirmala Singh

Marital Status                  : Married
Nationality

: Indian

             
               Language
               : English, Hindi, Marathi
References can be furnished upon request
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