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PROFESSIONAL PRÉCIS 


PROFICIENCY FORTE

· Overseeing smooth implementation of HR policies for manpower planning, recruitment, selection, induction, exit, employee engagement, payroll management, performance management, MIS reporting.

· Overseeing proper administration of leave & attendance record of all employees. 

· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements. 

· Identifying training needs across levels through mapping of skills required for particular positions and analysis of the existing level of competencies. 

· Conceptualising & developing training & development initiatives for improved productivity, building capability and quality enhancement. 

· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations and achieve dedication by workers. 

· Negotiating and amicably settling disputes among the employees and maintaining discipline & harmonious working environment across all employee levels. 

WORK EXPERIENCE

Since Oct. 2012 till date with ESSKAE Management Solutions Pvt. Limited Pune, as a Generalist - HR
Accountabilities:

· Talent Acquisition & Management
· Management of complete recruitment life cycle for identifying best talent from diverse sources from entry level to middle management level.

· Planning human resource requirements in consultation with Unit Heads across all levels.

· Organising walk-in and mass interviews.
· Preparation of Offer Letter & Salary Structure, Keeping the track for expected joinees. Follow up with candidate for joining post offer.
· Provide MIS support on the recruitment cycle and the attrition for all business units.

· On boarding & Induction of new joinees. 
· Joining Formalities
· Generation of Employee code, Employee ID Cards

· Preparation of Appointment Letter for regular & retainer both type of employment.

· Processing their personal records for med claim.

· Sending Introduction mail to all employees about new joining.
· Travel Desk
· Planning & scheduling domestic and international employee travel.
· Employee`s Air, Train, Buses tickets booking.
· Employee`s Visa processing for various countries.
· Co-Ordinate with External affairs officers regarding employee`s passport.
· Administration
· Vendor management / Vendor Contracts renewal / documentation.
· Maintaining the Statutory Records. Taking care of security contracts & their payments.

· Payroll & Statutory Compliance 
· Generating monthly salary for all the employees
· Maintaining Leave Management.
· Preparation of bank letters and ensuring the timely credits of salary in bank accounts

· Compiling and checking details with the basic data and taking action on deviation if any

· Maintain all data related to Employees Example: Employee Master, Payroll Data etc.

· Responsible to answer employees query within 24 Hrs.

· Handling Salary Reimbursement task.
· Responsible to answer queries related to Payroll & Handling personal employee files.
· Responsible to handle payroll induction including bank formalities.

· Assisting & conducting performance appraisal process as per policies of company.

· Carrying out calculations for performance bonus & salary revision.

· Employee Relationship Development -

· Monthly Birthday Celebrations

· Conducting HR – meet with new joinee’s post 3 after completing 3 months.

· Organizing picnic, indoor sports competition & arranging get together 
· Appreciation & awards for performance.

· Declaration of Performance Award for the employees.
· Exit Formalities:

· Conducting exit interviews, Submission of F&F to Finance and Accounts departments.

· Ensure smooth relieving of employees through formal exit procedures.

· Issuing Experience & Relieving letter. Taking care of Disciplinary actions if any.

· MIS:
· Attrition Analysis.
· Joinees & Resignees details.

· Leave and Attendance.
Jan.2012 to Sep. 2012 with NORWICH Financial Consultant Pvt. Limited Pune, as a Executive – HR
· Sourcing/Feedback/Scheduling interviews/End-to-end Recruitment Process.
· Induction, Joining & Exit Formalities.

· Payroll & Statutory Compliance. 

· Leave Management. / Attendance Management etc.
ACADEMIC CREDENTIALS

	EXAM
	UNIVERSITY / BOARD
	YEAR

	Bachelor of commerce
	Lucknow University
	2014

	Higher secondary certification
	National open schooling(Govt. of India) New Delhi
	2006


OTHER ACADEMIC CREDENTIALS

· SAP Triversity.

· Core Practical Training on Human Resources Management System
· Basics of Recruitment 
· Induction & Joining Formalities
· HR Letters 
· Time Office
· Payroll
· Microsoft Office.
EXTRA CREDENTIALS

· Actively participated in various games, cultural programs and singing competitions. Won prizes at school, college level.

· Participated in JOBFAIR held in PUNE, MUMBAI. 
· Organised seminar on Statutory Compliances and non- Statutory compliances, at Volkswagen India Limited in PUNE.  


PERSONAL DOSSIER

Date of Birth   : 8th October, 1987.
Marital Status: Single.
SEX                 : Male
VISA Status    : Visit
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All HR – Generalist Activities











A result oriented HR Professional with over 2+years of experience in Recruitment & Selection, Induction & Orientation, Payroll Management, Exit Interview 


A Good Team player, excellent written & oral communication skills, able to handle pressure, multitasking ability. Inherent ability to absorb values from each person and each day of my life.


Presently associated ESSKAE Management Solutions Pvt. Limited as Senior HR. Generalist since Oct.2012 till date











