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Career Objective: 
To achieve a suitable and respectable status in my professional life and contribute the optimum value to my employer, with the help of my specialized knowledge and skills. Seeking the job of a labor relation specialist where I can use the tact at my disposal for improving the relations between the labor and management.
Brief Overview

Over Eleven years of experience in Human Resources and Pharmaceutical Marketing with exposure of ERP-HR, Taleo, Oracle Fusion environment.Have excellent communication skills in both ways such as written and verbal with the uitable knowledge of Office Package Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook Express.
Have profound understanding in dealing with different genres of clients and professionals

Have the capacity to acquire instant as well as long term goals and equipped deadlines during the working periods.
Educational Background
· Master of Business Administration (MBA)regular in Personal Management and Human Resource Management Degree from Sri Balaji Socities Indian Institute of Modern Management Pune, India in the year of 2009.
·  Master of Labor Law and Labour Welfare from Pune University in year 2009
·  Master of Psychology Master’s Degree from Eastern institue of Integrated Learning and Management Sikkim, India in year 2013.
·  PGDM IT From Balaji institute of Telecom management in year 2009
· Bachelors Degree in Pharmacy from Swami Ramanand Teerth Marathwada University Nanded, India in the year 2000.
Professional Background 5 years – Personal management and Human Resource Development

	Ind-Swift Limited, Parwanoo and Baddi (HP)
	Manager HR (A)
	January 2009 to August 2014


Key Result Areas
Recruitment
Responsible in entire recruitment process starting from maintaining resume data bank to screening the candidate, salary negotiations and issuing a offer & Appointment letters & Deployments.
Planning human resource requirements in consultation with heads of different functional & operational areas, organizing the interviews and induction programs.
Responsible to manage and coordinate with consultancies on all the active job requirements, if necessary.
Time Office Functions
Day to day Attendance checking.

Maintaining Leave Cards of On roll Employees. Checking & Maintaining of Overtime & late coming reports, Absenteeism Reports of On-Roll Employees etc. Off-Roll Manpower Management includes verification of Attendance & Wage bills etc.Rolling out Policies & ExecutionAs per the organizations need and goal periodically preparing and rolling out the new policies. Owing the responsibility for the execution of the same.
Training & development

Identifying the training needs for teams from different departments in consultation with HODs.Organizing internal training programs and getting feedback from employees.Maintaining process related records as per prescribed business guidelines & needs.Taking awareness classes on benefits available with PF, ESI, Personal grooming & Other Etiquettes etc.
Payroll Processing

Consolidation of Payroll with all inputs like Collection on attendance, leaves, new hires, employee information changes, Loans, Advances, Adhoc Payments, and Reimbursements etc. as per Pay Roll Advice Format.Salary statement generation and coordinating with bank for disbursing the salary and Employee Pay slips generation & Distribution.Pre-auditing the Payroll for zero error & Management Approval.Handling Payroll Grievances’ if any.Generating Statutory reports – PF, ESI, Budgets etc to the Finance Dept.
Statutory compliances
Timely submission of ESI & PF Declaration forms of new employees.Handling Statutory Compliance, Filing of monthly Statutory Returns within the due dates.Processing PF claims of left employees.
Performance Management / Appraisals

Planning and timely completion of midyear and annual performance reviews.Preparing Confirmations / Promotions/ Increments.Distributing and documentation of annual appraisal letters in personal files of employees.Data analysis by appraisal forms and preparing performance MIS reports.
Assist HR Head in implementation of the organization's HR Processes

Providing MIS reports with analysis to the top management on Recruitment Status, Attrition Analysis, Overtime & late coming reports, Absenteeism Reports of On-Roll Employees, Training Analysis and other reports (as per the Top Mgt requirement)
Providing Induction the new joiners, over view the organization structure with PPT presentation.Issuing Show cause notices, Warning letters, Memos, Phonograms, Termination letters for the concern staff and asking for their explanation.Conducting Exit interviews, Employee Final Settlements, relieving procedures and employee coordination.Handling general administrative areas like Security, Housekeeping etc.

Employee Relations:
Resolving employee grievances in a prompt manner and develop faith in employees towards the management. Addressing employee queries regarding payroll, Attendance, HR Policies, Leave Details, timesheets etc.Employee Benefits - maintaining leave records, Leave encashment, Medical Reimbursement, Medi-claim, Salary Advances, Employee Bonus & Employee’s birthday, Nurses AccommodationEmployee Engagement activities on weekly and monthly basis.
	Schneider/Luminous Electrical Limited, Baddi
	Designation - Manager-,HR, Admin and IR


	September 2013 to April 2014



Key Result Areas

· Providing a wide range of human resource services to two large business units in support of the unit's business objectives, strategic goals, and human resource initiatives. 
· Performing diverse assignments covering a broad area of HR functions (i.e. employee/labor relations, staffing, performance management, compensation management, affirmative action, organization development, and training). 
· Serving as a HR data analytic expert for all segments by analyzing, interpreting, and summarizing reports. 
· Partnered with Staffing partners to ensure right resource in right job and salary to align with business needs.
· Serving as the business unit's primary interface between managers, employees, outside agencies and others concerning HR related issues. 
· Interpreting corporate policies and practices across the work-force to ensure consistent and equitable treatment. 
· Coaching people managers on all employee related issues and needs by customizing HR solutions.
· Performing on rotation Specialist role on key HR functions.
· Serving as the investigative resource, coordinating with legal counsel on issues pertaining to employment charges or litigation. 
· Conducted training sessions on various subject areas (performance management, discipline, and ethics). 
· Contributing to HR special projects both at team level and organization level.
· Developing skill matrix across various functions. 
Achievements
Recruitment success rate of 50 % achieved in Schneider Electricals limited.

Attrition rate reduced to 7 % from 15 % in Schneider electrical.

Made All man hours available as per production plan

Decreased overtime from 80 %  to company limit of 26 %.

· Initiated safety pledge and mock drills in factories, fire fighting trainings. Have established relationships with key stakeholders to assist in meeting the business unit’s strategic needs.
· Provided direction and guidance during changes in organizational processes, development training and culture that balanced the expectations and needs of the organization, its employees, stakeholders, and customers. Able to develop programs to meet the unique needs of particular employees (for example, work/family programs, diversity programs and fast-track programs). 
· Developed multiple employee relations programs that have created a positive organizational culture.
· Have contributed both the team and organization level by building competency programs/training modules that have been adopted by all teams of the Organization.
· Part of SME teams of projects targeting on leadership development/ development of technical leadership path/ career progression/employee engagement.

.
	Grecian Super specialty Hospital Mohali
	Designation – Sr. Manager HR


	April 2014 – July 2014



KRA
Recruitment specialist and Head hunter

Generalist HR Profile

Key Skills:

· Ability to build & maintain cross functional relationships both locally & internationally.
· Strong interpersonal and communication skills
· Strong organizational & analytical skills
· Have extensive knowledge of HR policies and procedures
· Previous experience in HRIS business software programs and system enhancements preferred
· Pharmaceutical and Electronic Manufacturing and employee relations experience  up to 1000 employees
Professional Background Seven years- Pharmaceutical Marketing

	Zydus cadila Ahmedabad




	Designation – Business Officer


	August 2000- May 2003 (Moga Punjab), India




	Ranbaxy Labs Limited, Gurgaon




	Medical Service Representative


	May 2003- March 2007 (Mandi  - Himachal Pradesh), India




Key Result Areas

· Arranging appointments with doctors, pharmacists and hospital medical teams, which may include pre-arranged appointments or regular 'cold' calling;
· Making presentations to doctors, practice staff and nurses in GP surgeries, hospital doctors and pharmacists in the retail sector. Presentations may take place in medical settings during the day, or may be conducted in the evenings at a local hotel or conference venue;

· Organizing conferences for doctors and other medical staff;
· Building and maintaining positive working relationships with medical staff and supporting administrative staff;
· Managing budgets (for catering, outside speakers, conferences, hospitality, etc.);keeping detailed records of all contacts;reaching (and if possible exceeding) annual sales targets;

· Planning work schedules and weekly and monthly timetables. This may involve working with the area sales team or discussing future targets with the area sales manager. Generally, medical sales executives have their own regional area of responsibility and plan how and when to target health professions; regularly attending company meetings, technical data presentations and briefings;

· Keeping up-to-date with the latest clinical data supplied by the company, and interpreting, presenting and discussing this data with health professionals during presentations;monitoring competitor activity and competitors' products;

· Maintaining knowledge of new developments in National Health Service (NHS) , anticipating potential negative and positive impacts on the business and adapting strategy accordingly;

· Developing strategies for increasing opportunities to meet and talk to contacts in the medical and healthcare sector;Staying informed about the activities of health services in a particular area.

Information Technology Skills
MS Office: MS Word, MS Excel, Power Point, Access, Ramco Applications,salary Package  Intranet (ERP), Taleo, Oracle Fusion and Internet etc
PERSONAL DETAILS
Date of Birth

           : November 5, 1978
Language Proficiency
            : English, Hindi, Pahari, Punjabi 
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