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Human Resources Generalist
· Human Resource professional with over 3 years of professional experience in various HR related positions.
· Experienced in man power planning, developing performance management system, identifying training needs and conducting trainings, employee grievance handling and final settlement of employees.

· Extensive background in HR generalist affairs, including experience in employee recruitment and retention, staff development, conflict resolution and HR records management.

· Demonstrated success in negotiating win-win compromises, developing teambuilding programs, and writing personnel manuals, corporate policies, job descriptions and management reports.

· Demonstrated ability to handle highly confidential personal and financial information in a sensitive manner.  

· Adapt at working in fast paced environment, employing strong organizational with attention to detail.

· Working knowledge and hands on experience of Microsoft Suite applications.

· Multilingual in English, Hindi and Marathi.

HR Skills
	· HR Department Startup

· HR Policies & Procedures
· Benefits Administration


	· Staff Recruitment & Retention

· Employee Relations

· Training & Development


	· Orientation & On-Boarding
· Performance Management

· Organizational Development


Professional Experience

HT Media Ltd — Madhya Pradesh, India
Sr. HR Exécutive, July 2012 to Oct 2013
Key Results:
· Overall responsibility of man power planning and recruitments.
· Finding suitable candidates through online portals and other resources.

· Screening Candidate Profiles according to the parameters and job specifications.
· Shortlisting and conducting a preliminary interview.
· Coordinating with managers and candidates for final round of interview.
· Creating and posting job advertisements.

· Joining Formalities and organizing the induction programs for the new recruits.

· Manage Day to Day employee related issues by providing appropriate resolution.

· Implementing the performance appraisal system for the company and coordinating it with other line managers.  

· Co-coordinating with finance department for processing of payments to employees.  

· Identifying the training needs, developing training programs to ensure constant learning and development of employees. 
· Admin Assistance including Transportation supervision with the in house Travel Desk keeping in mind the travel approvals and budgets for tours and trainings.
· Initiating various employee engagement activities.

· Establishing a proper organizational structure. 

· Maintaining and updating leave record of employees.

· Dealing with the final settlement of employees when they leave.  

· Maintaining good internal communication within the company.

· Stringer Management.

·  Vendor Management
Concorde Logistics — Maharashtra, India
Sr. Administrative Assistant, Jan 2010 to July 2012
Key Results:

· Assisted with scheduling meetings with clients for the development of Exim business.

· Prepared Shipping bills and Bills of entry through concerning annexures and helped with filing documents online through ICEGATE.

·  Wrote import/export registers which is mandatory for a company performing EXIM clearance work.

· Supervise and train fresh appointees to enable them to appear for departmental examinations held time to time For H and G category.

· Implement an online payment system for clients towards Custom’s duty, Shipping line’s charges and other relevant charges paid to various concerning agencies.

· Draft letters for client correspondence and also day to day updates of their shipments in transit or in ports through e-mails and supporting data received from various shipping agencies.
GALA OF LONDON PVT. LTD. — Mumbai, India 
Business Development/Sales Executive, July 2009 to Dec 2009
Key Results:

· Handled Mumbai territory selling Gala of London Products, quickly learned how to promote wide variety of product offerings utilizing consultative sales approach.

· Expanded customer base by tapping into a new sales market for Cosmetics.

· Devised follow up system to keep track of prospective clients.

· Worked with President of marketing, advising on enrollments and improvements in marketing methods.

· Carried out Recruitment and training of Beauty advisors for various outlets.
MARICO LTD. — Mumbai, India
Summer Associate, April 2008 to July 2008
Key Results:
· Review documentation, analytical data, product specifications, and process changes/deviations before releasing product to ensure adherence to defined specifications.

· Formulated hair care products such as shampoos, conditioners and hair gels.

· Assist with maintaining batch record files and documentation.

· Took inventory on all incoming raw materials and performed Good Manufacturing Practice (GMP) audits.
Education & Certifications

Pursuing PGDHRM from Symbiosis Centre for Distance Learning — Pune, India
Bachelor of Technology (B.Tech) in Cosmetic Technology, 2008
Activities: 
· Actively participated in Debate competitions and Cultural activities in School/College. 

· Attended 2 month workshop on sales management and interdisciplinary studies conducted by Bhartiya Vidya Bhawan, Bhopal, India.

Of Note

Affiliations: 
· Soka Gakkai International. An organization which promotes peace and culture throughout the world through education.
Computer Skills:
· MS Office (Word, Excel, PowerPoint, Access, Outlook)
Personal Information
· Visa type: Dependent

· Other Interests – Painting, Sketching, Glass Etching, Environmental conservation
