                                           LAXMI 
LAXMI.164579@2freemail.com 


7+years of experience in core HR activities and US Payroll; align and develop the human resources of the organization as per the strategic business plan of the company; development and implementation of policies and procedures impacting business and achievement of high profitability with organizations of repute.
PROFESSIONAL PROFILE

· 7+ years of hands-on experience in HR and Payroll.
· Trained on Oracle HR & Payroll modules.
· In-depth understanding of implementing and documenting HR policies and strategies.
· Perform independently all aspect of appointment, administration, performance appraisal, grievance handling and employee relations in liaison with other departments.
· Time/payroll administration.
· People Practices: Employee Relations - Internal and External Communication; Performance Management and Career Development.
· Strong interpersonal and communication skills, with the ability to interact at all levels of the corporate organization.
· Update management on a variety of matters including absence, poor performance, managed terminations, disciplinary and grievance matters, flexible working arrangements, options and potential risks.
CAREER HIGHLIGHTS

April 2010 to till date
Company  
 : ADP [Automatic Data Processing]

Position          : Analyst [US Payroll]
Location        : Hyderabad
ADP is one of the world's largest providers of business outsourcing solutions. Leveraging 60 years of experience, ADP offers the widest range of HR, payroll, tax and benefits administration solutions from a single source. ADP's easy-to-use solutions for employers provide superior value to companies of all types and sizes. 

Job responsibilities involved
· Processing of complete US payroll and submitting directly to the US Hub.
· Knowledge of 401K deductions, Federal Income Tax, Social Security, Medicare and voluntary deductions.
· Knowledge of different taxes like Lived State and Worked State taxes.
· Knowledge of different special taxing procedures to maintain Employee’s data.
· Ensuring the Legal Compliance like reconciling the prior Vendor FICA calculations with ADP calculation.
· Maintain Master data file and Balance file from the client’s existing system with the help of Implementation team, project managers and programming the software to create and test a template that meets the client’s system specifications.

· Working on Software’s like Microsoft PC Payroll (PCPW), Monarch and Estart.
· Reconciling the prior vendor calculation with ADP calculation deviations based on FICA (Federal Insurance Contributions Act) calculations involves Federal/State/Local Taxes to get the final reports like Form W-4, Form W-2 and Deferred compensation like: 401K and 403B.
· Validate complex information and maintain 100% Quality requirements of the Job in GO-LIVE most important parameter of our Process Mission.
· Experience in understanding the client existing “Payroll System”, migrating the data from the client’s legacy system to the “ADP system” using payroll product PCPW-PC Payroll for windows.
May 2007 to April 2010
Company
 :
CBay Systems (India) Pvt. Ltd.

Location
:
Hyderabad

Position
:
Sr. Executive – HR 

CBay Systems (India) Pvt. Ltd. is India’s largest healthcare Business Process Out sourcing (BPO) (ISO 9001:2008) companies – commenced operations in 1999 and largest company in North America providing a range of technology enabled business solutions to hospitals, healthcare networks and physician practices based in the US with 37 India based delivery centers and 1 each in Oman, Bhutan, and Sri Lanka.
Job responsibilities involved:

 Recruitment Process

· Self involvement in preliminary telephonic and personal interviews and candidates to ascertain their competencies, skills and aspirations(positions, salary, relocation aspects etc)

· Good at sourcing process i.e. job portals, consultants, employee reference, print media etc.

· Hands on experience in Job Portals.
· Interview finalization and to keep track on selected candidates with joining date and updating to the management.

 Monitoring the overall induction, Joining formalities & Settlement Process


· Taking Induction Session for the new entrants in the Organization.

· Co-ordination with the new entrants, their appointment letters, employment specifications, processing employee PF, ESI, Med claim, corporate salary A/C and other employment registration forms.

· Responsible in taking care of employee database with regard to their date of appointment, address, telephone no’s, references, employee dept, PF No, ESI No, skill sets etc.

· Responsible in drafting offer letter, appointment letter, confirmation letters, relieving letter and experience letters.

· Conduct exit interview to identify reasons for employee resignation. Analyze & update the reports using the exit interview feedback forms and suggest the changes for improvement.

· Monitoring relieving procedures and settlement considering exit interview forms, No due certificates and the amount due from the employee.

Payroll and Statutory Compliances:
· Monitoring payroll and designing CTC with break-up of Gross salary.

· Delivering ‘Pay-slips’ with all statutory deduction & preparing ‘Summary of Pay-slips’ including leave calculations.

· Responsible for PT, PF, ESI Calculations, remittances, filings i.e. payment challan, monthly/annual returns & PF transfer/Settlement forms.
· Managing all Statutory & Compliance Audit documents applicable as per CLRA & Shops & Commercial Establishment Act for all Locations i.e. Form T, Register of wages, Wage Slips, Register of Advances, Register of Fines, Appointment Order (Form Q), Employment Card (Form XXIV), Service Certificate (Form XV), Bonus Register Form C and Leave Records etc.

 Managing PMS


· Distributing appraisal forms, taking feed-backs from appraises & assessing performance levels using rating scales /ranking methods.

· Implementing increment policies, for many categories of employees based on their   appraisal scores, market trends and past policies. 

 Assisting the ERM functions & Generalist areas


· Manage Employee counseling, personal issues & grievance handling.

· Initiating ‘Fun at Work’, periodical seminars/meetings, cultural activities and celebrations.

· Implementing effective ‘retention policies’ to reduce attrition & improving employee performance level thru’ teamwork, counseling, rewards & recognition/appreciation letters, incentives schemes, Professional work environment, training, counseling & respective employee values.

· Respecting employee values, mentoring their professional growth thru’ career guidance, promotion of fair work ethics & equal opportunity practices.

Feb 2005 to Jan 2007
Company
:
THE GOLKONDA HOTEL
Location
:
Hyderabad

Position
:
Sr. Assistant – HR 

THE GOLKONDA HOTEL, Masab Tank, Hyderabad [A Unit of Golkonda Hospitality Services and Resorts Limited] The Property is a business class luxury hotel operating since 1990 and currently being upgraded to the 5 * category. 
Job responsibilities involved:

· Handling the entire gamut of HR Activities and other things, that comes under the purview of HR Activities. 
· Proactively involve in best practice sharing sessions with domestic HR as well as in preparation of organizational/HR policies. Explaining various internal policies to employees for smooth work flow.

· Handle Induction program for the new joiners.

· Taking care of all joining formalities and preparing Offer Letters / Appointment / Promotion / Transfers / Resignations Letters etc.
· Salaries & Wages administration, handled perfectly about 300 employees monthly salaries preparation.

· In charge of Time Office administration.
· Handling all the queries related to PF & ESI.
· Assisting to Manager-HR in statutory compliance and employee records maintaining.

· Making and Forwarding Analysis Statements on Performance Appraisals as required by the Management.
· Conduct exit interviews and convey feedback received during exit interviews for instituting systems to improve employee morale and motivation. 

Software Exposure:

· Human Resource Information System [MEDHA HRIS] – This is complete H.R. Software introduced by M/s. Computer Terminus Limited, Visakhapatnam comprises entire H.R., Payroll, Statutory and Time Office.
SCHOLISTICS

	Qualification
	Course duration
	Name of School/College/University

	10th
	1995-1996
	Railway High School, BSE

	Diploma in Polytechnic [D.C.C.P]
	1996-1999
	Govt. Polytechnic College, Warangal

	Graduation (B.B.M)
	1999-2002
	Arts & Science College, KU

	Post Graduation (MBA –HR)
	2002-2004
	Chaitanya P.G. College, Kakatiya  University


PERSONAL DETAILS

· Marital Status
:
Married

· Date of Birth
:
22.01.1981

· Languages Known:
English, Telugu, Hindi

