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PROFESSIONAL PRÉCIS 


                                                           PROFESSIONAL EXPERIENCE

 

· Pfizer Limited (A fast growing Pharmaceuticals Company) as an “Assistant Manager – Payroll” from February, 2013 to June, 2015
· Hero Products India Pvt Ltd (colorant dispenser machine manufacturing company) as “HR officer” from October, 2010 to February 2013
Job Responsibilities:
· Payroll Management
· Processing End to End Payroll for All India Locations

· Co-ordinate with vendor for any queries related to payroll processing.

· Operating in SAP ERP for generating reports for salary processing

· Processing LTA Claims and Other Reimbursements claims of all employees as per their eligibility and ensuring timely payment of the same independently
· Fund request to finance

· Upload bank files to credit salary

· Maintain Payroll data and analyze reports

· Preparing ECR files for online submission of PF, PT, ESIC Challans before the due dates

· Resolving issues / queries of employees related to salary in shortest possible time
· Compensation and Benefits

· Composing the Salary Breakup and presenting the same to Candidates Selected 

· Preparing Compensation and Benefits consolidated data

· Monitoring salary structure and benefits

· Developing competitive benefit packages

· Prepare budgets for HR operations.

· PeopleSoft Reconciliation 

· Preparing presentation for employee communication 

· Calculation for annual increment and bonus of employees as per performance review
· Execution of Employee Reward related benefits

· Full and Final Settlement, Superannuation, EPF and EPS
· Processing Full and Final Settlement of left employees.

· Conducting exit interviews and sign off from finance department to confirm any pending dues
· Ensure smooth relieving of employees through formal exit procedures

· Issuing Experience and Relieving letter. Taking care of disciplinary actions if any

· Submitting PF and pension forms to vendor for processing

· Handle provident fund issues of left employees.

· Preparing superannuation letters and sending it with documents for processing.

· TDS Compliances (Salaries)
· Payment of TDS on Salary as per the statutory due dates
ACADEMIC CREDENTIALS
	EXAM
	INSTITUTE / BOARD
	Percentage
	YEAR

	MBA HR
	ICFAI University
	64
	2011

	B.M.S
	Mumbai University
	64
	2008

	HSC
	Maharashtra Board
	58
	2005

	SSC
	Maharashtra Board
	63
	2003


Traineeship  Experience

Company                   : Sutherland Global Service

Project Title: Recruitment Process in Sutherland Global Service

Project Duration:  3 Months 

Project Description   :This was the summer internship project. The main objects of this project was 

            (i) To study the different sources of recruitment adopted in Sutherland Global Services
(ii)To study different stages of recruitment process which led to selection of a candidate till an offer is made to them
EXTRA CREDENTIALS

· Qualified zonal and participated in the finals of 38th youth festival organized by University of Mumbai (folk dance).

· Participated in co-ordinating various events in the Degree College and cultural Secretary for 3 years

COMPUTER PROFICIENCY
· MS Office

· SAP ERP

· Peoplesoft



PERSONAL DOSSIER
Date of Birth

: 22nd April, 1987
Language Known
: English, Hindi, Malayalam, Marathi and Tamil
Marital Status
: Married
Visa Status

: Residence[image: image2.png]



A result oriented HR Professional with over 5 years experience in Payroll Management, Statutory Compliances and Compensation and benefits





A Good Team player, excellent written & oral communication skills, able to handle pressure, good MS excel knowledge











Payroll Management





Compensation and benefits





HRMIS Maintenance





Statutory Compliances





Performance Appraisal





Recruitment / Selection





Joining Formalities 
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