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	Profile Summary

Goal-oriented HR Professional with experience inRecruitment, Employee Engagement, Compensation & Benefits, HR Operations, Background Verification, Training, General HR and Admin tasks  in Biotech, Pharma,Textile, Manufacturing  sector. Handled complex projects with cross-functional teams.

	WORK EXPERIENCE


	BIOCON Limited

	Senior Executive - HR                                                                     
	Aug 2012 to 2nd Jan 2015

	Key responsibilities: End to End Recruitment for various functions, driving Employee Referral Program, Part of Employee Engagement team; Single handedly handled Background Verification Process; Partnering with business functions at various levels to understand their staffing needs and to bridge the gap with the best talent. Partnering with various Business Functions to analyze Manpower related issues, shrinkage, attrition viz. a viz. need of hour, Manpower Plan, expansion etc.& devising plans to fit the issues at base level with discussion with key stakeholders.



	Function
	Areas of work
	Achievements

	Recruitment
	Responsible for end to end recruitment.
· Created pool of Candidates through various sourcing mechanisms across various functions of Production, Quality, Engineering and Maintenance, Instrumentation & support functions like HR, SCM, Warehouse, EHS, Projects, IT (Systems), Finance, Legal, .
· Constant touch base with Business to analyze the gaps & fixing the same by devising various strategies & implementing the same at time of sudden attrition & expansion.

· Prescreening & Screening of Candidates for specific roles; sharing the feedback with technical team; getting the right candidate for specific role by discussion etc.; Conducting HR interviews for Level up to Associate Manager; Been part of salary negotiation and compensation discussions.

· Updating of JDs & Organograms by discussion with Key Technical Stakeholders at different points & time.

· Ensured High Closure rate at the time of Walk-ins, Job fairs & during Campus Hiring.
· Part of Induction team and Coordinated in smooth onboarding of new joinees.
· Recruitment & closures via Social Media Channels.  Effectively used social media for branding and recruitment.

· Single point of contact for HR related issues for all my Departments.
· Anchored System requirement need of all new joinees of entire Biocon.  Responsible for collation of system Requirements for FY 14-15.Maintaining and consolidating the system requirement list for new joinees.
· Generation of Recruitment related Metrics as of when required.

· Working in close connection with the corporate communication team for use of social media channels for branding and recruitment. 
	Achieved highest closure rate inQ1

Brought in the practice of getting interns On-board for Departments where it was not a norm; Hence saved cost, as well as ensured regular work during Manpower shortage.

	Employee referral program


	· Anchored the Employee Referral Program “BioLinc”& ensured timely Payouts
· Conducted Roadshows to popularize Referral scheme in Biocon
· Timely & Monthly Referral Broadcasts. Came up with various means to increase closures via Referral scheme
· Handled queries related to employee referral policy.Responsible for screening the CV and matching it with the requirement.

· Maintaining track of referees.
	Effectively increased & encouraged team members to increase referral closures;

Created talent pool of candidates.
Overshot Referral Closures by 30%

Considerably increased Referral Closures in comparison to FY 12-13



	Background Verification
	· Single point of contact for Background Verification process for entire organization. Streamlined Entire process of BGV and audit ready environment.
· Introduced new vendor for Background verification.
· Developed SOP’s, work processes for Background verification process.
· Developed Vendor Evaluation Metrics.

	Brought in the practice of maintaining Vendor Evaluation Metrics;

Got in proper documentation w.r.t various Trackers, Agreements & Legal Requisition Forms in Place.
Faced Audits successfully.

	e-Recruitment (SAP)
	· Worked closely on core SAP to automate the Recruitment Module.

· Gave necessary input to facilitate SAP to Go-Live
· Coordinated with various stakeholders on above

	Worked closely with SAP team in order for the recruitment module to Go-Live.



	Compensation & Benefits / Relocation Benefits

	· Part of Compensation and Benefits team –Handled activities such as Offer Letter Generation, Salary and Benefits Negotiations, Review and Revision of Compensation.
· Bought in the practice of SPOT offers for Fresher’s during Walk-ins and Job fairs. 
· Handled Relocation activities of new joinees.

· Anchored Pre-employment medical examination process of New hires.

· Accommodation, guest house booking, Travelling Arrangements etc.  

	Involved in Industry benching on Compensation and Benefits.

	Social Media
	· Process owner for social media for branding and recruitment. 
· Working in close connection with the corporate communication team for use of social media channels for branding and recruitment.

· Co coordinating with Vendors to build on the brand strategy.


	Handling the alumni page of Biocon on LinkedIn. Content creation and planning the event calendar for social media platforms.

Inducting new joinees about Biocon’s presence on different platforms.


	
	
	

	
	
	


	WORK EXPERIENCE                                                                                                         

	Everblue Apparel Limited(Raymond India Group)April 2012 to July 2012


	Executive- HR & Admin at Everblue Apparels Limited, Bangalore
· Worked on generalist role, handled gamut of HR activities from entry to exit.

· Recruitment-Sourcing CVs, Scheduling Interviews, Coordinating, Selection and Placement.
· Handled On boarding and activities related to it.

· Training – On the job as well as off the job training. Preparation of training calendar and implementation of the same.

· Anchored Performance Management process of Staff and Operators.

· Generation of Offer Letter and Appointment letter, Salary Negotiations & Revisions, Employee Confirmations.

· Payroll Management – Provision of Monthly Salary Inputs, Over Time Administration, Arrears Management, etc.
· Leave and Attendance Management. 
· Managed Admin related activities of the organization.
· SPOC for Safety, Health and Welfare activities. Handled Transportation and Canteen activities of the organization.
· Managed the Employee Engagement Initiatives - Increase the employee engagement levels right from entry to exit. Regular interface with the employees, understand concerns& propose solutions.

· SPOC for Statutory requirements in the organization.




	WORK EXPERIENCE                                                                                                         

	HimatsingkaJune 2010  to Oct 2011

Quickly accelerated through the ranks based on proven staff management, team leadership, along with strategic planning and coordinating skills.

	· Worked as HR Unit People Officer and was responsible for one unit consisting of 1000 workforce and responsible for Health, safety and welfare of the workforce. Managed various employee related activities from cradle to grave.

· Handled Recruitment, Selection, Placement, Induction and Orientation.
· Handled Pre and Post joining formalities, Medical Examination, Relocation Formalities, Hostel and Transportation Administration.
· Responsible for the Performance Appraisal&Confirmation Process. 
· Grievance handling and maintaining code of discipline in the organization.
· Assisted in Payroll process – Provision of Monthly payroll inputs, Overtime and Arrear Payouts, Salary Revisions, Leave and Attendance Administration.
· Worked closely with the staff to identify their needs and challenges and provide solutions oriented methods and thereby reduced attrition rates. 

· Retention of employees through counselling and motivation.

· Handled Training activities - Organized on and off the job training for the shop floor employees.

· Mediator and coordinator between staff and hostel management team and there by identifying internal and external issuing affecting the workforce and develop solutions to address gaps.



	Field Work Placement

	Placed in Primacy Industries, Mangalore as Vocational Trainee as part of Field work Practicum for a period of 1 year and inducted to various HR processes of an organization.



	Educational Qualification

	· Year 2008-2010: Master of Social Work in Personal Management & Industrial Relations from School Of Social Work, Roshni Nilaya, Mangalore (First Class with Distinction) 

· Year 2008: Passed Bachelors  in Social Work from St. Aloysius College, Mangalore (First Class with Distinction) 

· Year 2005: Passed Pre-University Education from St. Aloysius College, Mangalore in Second Division.

· Year 2003: Passed Secondary School Examination (X) from Nithya Sahaya Matha High School, with First Division.



	Additional Qualification

	· Passed PG Diploma in Self and Professional Development from School Of Social Work, Roshni Nilaya, Mangalore with First Class.
· Passed Diploma in Industrial Safety from National Institute of Labour Education and Management with First Class.

· Diploma in Computer Application.

· Completed training programs on Best 5’S Practices conducted by ABK-AOTS DOSOKAI-TN in 2010.



	Computer Skills

	· SAP –e-Recruitment Module.

· ERP – Human Resources Module.

· HireCraft –e-Recruitment Tool.

· MS Office Skills – MS Word, MS Excel & MS Power Point.



	Academic Distinctions

	· Second Topper in MSW at Roshni Nilaya, Mangalore.

· Top Three performer in Graduation (BSW), at St. Aloysius College, Mangalore.
· Topper in Xth Class at Nithya Sahaya Matha School. 
· Selected to be a part of District Level Disaster Management Team.



