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CAREER OBJECTIVES

To be a part of a vibrant and growing company offering a hi-tech, innovative and motivating work environment where I can utilize my skills to achieve the goal of organization as well as my career progression and which would enable me to constantly upgrade my knowledge and skills.  
EDUCATIONAL QUALIFICATION

· S.S.C                      -   [Maharashtra Board]              Mar-2003 

· H.S.C                      -   [Maharashtra Board]              Mar-2005 

· TYB COMMERCE     -   [Mumbai University]               Jun-2009
COMPUTER SKILLS & INTEREST
· Operating Systems Known: Windows (Family).

· Web Scripting Language: HTML.

· Basics:  M.S office, Word, Excel, PowerPoint, Internet.
· Graphics: Corel Draw.
· Other Knowledge: Networking (LAN) and Tally Savvy.
WORK EXPERIENCE                     

· {Future Group – Sr. HR Executive} (Aug 10 – Nov 11)(15 months) 
Recruitment & Selection
: Hiring Management
· Source the resumes of candidates, employee references, consultants, etc. for Senior Position.
· Screen the resumes & send the same to the Dept Head.
· Schedule interviews
· Conduct Referral Checks for the shortlisted candidates
· Salary discussion and negotiation
· Understanding quality screening requirement as per the company process.

· Short listing of candidates for respective stores.

· Updating Employee Codes & Employee database.
· Dispatching Offer Letters.
  Salary/Pay Roll 
: Cost/Wage Management
· Calculation of monthly salary of all Branches Attendance management.

· Independently handling all matter of ESIC, PF, PT, MLWF like, submission of monthly amount of all statutory compliances, employees PF withdrawal, follow up with PF Office.
· Return of PF/ESIC
· Working on Full & final settlement
· Co-ordinate and support the annual Performance Appraisal process
· Calculation on annual Bonus and performance Bonus



MIS
: Report Making
· Independently publishing Daily/Weekly/ Monthly reporting of Manpower, Attrition, etc

· Consolidation of Daily/Weekly/ Monthly reporting information for five centers and completing reporting work in timely and correct manner

· Dossier handover reports

· Department wise error report

· ABP v/s Actual, Budgeting report

· Assisting Manager in submission of information for budgets, Forecasts

· Analysis of Manpower v/s Attrition, ABP v/s Actual, etc

· Monthly statutory compliance report
Induction/Employee Relation 
: Initiatives
· Initiate formal one day Induction Training Program for new joiners
· Welcome Kit for new joiners’ (Id card, Appointment Letter, Bank account opening form, ESIC, PF nomination etc)
· Framing New HR Policies
· Initiate the probation feedback process & ensure confirmation within specified period
· Retainer ship contract management (Renewal & Expiry)
· Arranging Quarterly Meeting of Department Heads and discussing issues of Employee Attrition, Policies, and Employee Issues etc
· Coordinating and Handling Grievances of Employees
Operations 
: Maintenance
· Maintenance of confidential Dossiers/Database.

· Attendance management.

· Vendor management.

· Recruitment management.

· Maintenance of Masters like Mediclaim, Insurance, Exit & Joining

· PLI workings and management

·  {Firstsource Solutions Ltd – HR Executive} (Jul 08 – May10) (22 months)
Recruitment & Selection
: Hiring Management
· Source the resumes of candidates, employee references, consultants, etc. for Senior Position.
· Screen the resumes & send the same to the Dept Head.
· Schedule interviews
· Conduct Referral Checks for the shortlisted candidates
· Salary discussion and negotiation
· Understanding quality screening requirement as per the company process.

· Short listing of candidates for respective stores.

· Updating Employee Codes & Employee database.
· Dispatching Offer Letters

Co-ordination

: Management
· Vendor management.

· Recruitment management.

· Co-ordination with Recruiters & Operations.

· Maintaining Ex-Employee details.

· Handover of profiles to the concerned department.

· Preparing offer letters and giving approval to roll out offer letters.
Background 

Verification
: Handling Background Verification for candidates joining various processes.

· Understanding background screening requirement as per the company process.

· Inducting the candidates on Background Verification process and documents.

· Timely coordination with candidates and vendors for document insufficiencies in order to adhere to SLA and TAT 

· Interacting with multiple vendors for Background verification with regards to receipt / sending of cases, status follow-up, processing vendor invoice and releasing payments.

· Quality check of interim & final screening reports received from vendors

· Updating Employee Codes & Employee database.

· Preparing and updating attrition report.

· Maintaining Background Verification Data Base for Discrepant, Minor Discrepancy and Clear reports.

· Coordinating with the line HR’s of various processes
Recruitment Associate

        MIS


: Report Making
· Daily Status report.

· Profile handover report.

· Data error report.

· Incomplete profile report.

· Test report.

· Weekly source report.

· {3 Global service PVT LTD - CSR} (Nov 06 – Feb 08) (16 months)
                   Designation     
: Customer Care Representative (C C R) Advisor. 
                   Work Profile    
: Attending calls (20%), Data Entry (80%).

· {Big Bazaar – CSA/Cashier} (May 05 – Apr 06) (11 months)
Cashier


: Billing Process, Handling cash transactions.

Customer service  

Representative
: Clearing Billing errors, solving queries.

EXTRA CURRICULAR ACTIVITIES 

College Level
Over Arm Cricket Inter College Level,
School Level
Under Arm Cricket School Level, Over Arm Cricket Inter College Level,
Short put,etc.

INTERESTS

· Playing Cricket, Listening To Music, Making New Friends.
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