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Career Objective:
Practices for the growth of the organisation in competitive global market and aspire to make a career in HR Management and Administration field, where I can cope up with challenging tasks with innovative ideas.

Professional Synopsis:
A dynamic professional MBA (HR) with extensive experience of six years at MNC’s in entire gamut of HR Management Functions including Recruitment, Selection, Employee Welfare, Employee Relations, Performance Appraisals, Office Administration, Statutory Compliance, Induction Training and Development. Proven intellect to manage and complete the Tasks/Assignments to the highest standards, with meticulous attention to details and within agreed deadlines.
	Key Skills across Assignments:
	

	HR Generalist, IR affairs
	Personal Management System/Appraisals

	Payroll Administration
	Training and Development

	Statutory Compliances Management
	Versatile in SAP HCM module software

	Manpower Planning/Recruitment
	QMS ISO 9001:2008 consultant and Auditor

	
	
	

	Employment Profile:
	
	

	Organisation
	: Ayoki Fabricon Pvt Ltd, Pune, India

	Duration
	: September 2012 till April 2014

	Designation
	: Deputy Manager - HR


Job Profile:
· Organize the design, implementation and administration of HR policies and activities to ensure the availability and effective utilisation of human resources for meeting the company’s objectives. 
· To ensure timely recruitment of required level / quality of staff in order to meet business needs, focusing on employee retention and key employee identification initiatives. 
· Provide active support in the selection of recruitment agencies which meet the corporate standard. 
· Prepare information and inputs for the salary budgets. Ensure compliance to the approved salary budget; give focus on pay for performance and salary benchmarks where available. Ensure adherence to corporate guideline on salary adjustments and promotion. Coordinate increments and promotion of all staff. 
· Manage company’s payroll having strength of around 500 staffs and 4000 workers. 
· To maintain and develop leading HR systems and processes to address the effective management of people and to maintain competitive advantage for performance management, staff induction, reward recognition, staff retention, succession planning, competency mapping, compensation and benefit program. 
· Ensure a motivational climate in the organisation, including adequate opportunities for carrier growth and development. 
· Administer all employee benefit programs with conjunction with the finance and administration department. 
· Oversee the central HR administration: Employee offer letter, salary letter and employment contracts, approve updated organisation chart on monthly basis and maintain, complete/accurate personal records. 
· Provide counsel and assistance to employees at all levels in accordance with the company’s policies and procedures as well as relevant legislation. 
· Assigned as Management Representative in QMS ISO 9001 compliance. Attending internal audit, supervising all processes, policy drafting and documentation in the department pertaining to ISO compliance. 
· Manage compliance of all statutory requirements: Interfacing and coordinating with authorities for timely filing of all statutory compliances, Returns etc. required under various statutes. Manage all formalities related to Contractor labour license obtaining, renewal, cancellation etc. 

Organisation
: Decoration World W.L.L, Doha, Qatar
Duration
: Feb 2010 to Aug 2012
Designation
: Officer – HR
Job Profile:
· Overall to strategize, plan, direct and manage the operations of human resource function & Quality Management System 
· To streamline the induction process and new joiner formalities 
· Schedule interviews for the candidates and to manage all recruitment process 
· Manage Payroll process of employees 
· Leave management and monitor attendance records 
· Prepare HR Budgeting and MIS reports for management 
· Full and Final settlement preparation and exit formalities 
· Resolving administration issues 
· Ensuring strict adherence to statutory laws 
· Liaison with ISO certification bodies, government offices, immigration dept. etc 
· Conduct QMS internal auditing as per audit plan 
· Work Visa application and processing 

Organisation
: Ayoki Fabricon Pvt Ltd, Pune, India
Duration
: Oct 2008 to Jan 2010
Designation
: Jr. Manager – HR
Job Profile:
· Manpower recruitment 
· New joiner formalities and documentation 
· Provide induction training for new joiners 
· Creating and maintaining separate file for all the employees 
· Preparation of Offer/appointment/contract/promotion/increment letters 
· Open bank account for new employees 
· Attendance tracking and update of leave records 
· To manage general office administration activities 

Computer Skills:
Conversant with MS Office, Internet, Open ERP and SAP HCM software

Academic Credentials:
Master of Business Administration - Specialized in HRM, 2006-2008, SSM College, Anna University, India.
Bachelor of Business Management, 2003-2006, St Aloysius College, Mangalore University, India.

Training and Certification Details:
Attended training on SAP HCM functional module from Delphi Computech Pune, May 2014 to Aug 2014.
Successfully completed training and certified as Quality Management Systems ISO 9001:2008 Lead Auditor on Nov 2011.

Personal Details:
Present City
: Doha, Qatar; on visit visa
Date of Birth
: 14.04.1985
Marital Status
: Single
Language known
: English, Hindi, Malayalam, Tamil
Hobbies
: Playing Cricket, Football
Driving Licence
: Qatar Driving Licence valid till 15.07.2017
References: Available upon request.
