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AREAS OF EXPERTISE
Sourcing & Recruitment
Payroll Management
Team Leader
SAP HR
Attendance & Leave Management
Appraisal System
Full & Final Settlement
General Administration
Aware of UAE labor law rules & regulation.
Total 4 Years of Experience in HR
ACADEMIC CREDENTIAL
Master of Business Management in Human Resource from: Institute of Business Management & Research- International Business School, Bangalore India with A Grade 73% in 2011.
Post Graduation Program in Management from IBMR-IBS Bangalore India (2010)
B. E. (Bachelors of Computer Engineering) from Bapurao Deshmukh College of Engineering (Nagpur University) India (2008) with 64 %.
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HR Executive
PERSONAL SUMMARY
A highly motivated, focused HR & Admin Executive with a strong understanding of HR operations such as recruitment, joining formalities, payroll management, Attendance & leave Management, guidance & training to team members & individuals. Possessing excellent management skills & having ability to work with minimum supervision whilst leading a team of 5 or more.
Looking forward to broaden my skill set to ensure that I can continue to be an asset for the organization.
WORK EXPERIENCE
Fiora Services Ltd (TATA Retail Group) HR Officer August 2012 to January 2015
Trent is a TATA retail operations company that owns and manages a number of retail chains in India. Established in 1998, Trent runs lifestyle chain Westside, one of India’s largest and fastest growing chains of lifestyle retail stores, Star Bazaar-a hypermarket chain, Landmark- a book and music chain and Fashion Yatra, a complete family fashion stores. It’s headquartering in Mumbai, India
Job responsibilities
· HR operations for stores at regional level for more than 3000 employees. 
· Provided Job training & guidance to all Team members & assuring their job consistency & resolving issues timely. 
· Supervising Team members & assuring accurate data maintenance. 
· Screening & Sourcing the best talent from diverse sources (Internal References, Portals & Consultants etc). 
· Issuance of offer & appointment letters, ID cards, & different letters during life cycle of an employee. 
· Maintaining personal files & records and updating the personal files on regular basis with appointment letters/ probation review intimations, promotion, appraisal letter and transfer letters at appropriate time. 
· Structuring the salary of new Joinee indicating complete bifurcation, rationalizations, Salary revision & keeping the payroll updated on the same. 
· Executing and monitoring the appraisal and increment process at the end of the financial year / during the year, on time and with precision. 
· Preparing mandatory monthly reports viz: HRMIS, Attrition report, Budget Analysis, Employment Summary, Feedback of separated employees and other monthly Reports, Compliance report. 
· Ensuring all Full and final settlements and Gratuity till date are processed, actively followed upon and ensuring tasks like all documents pertaining to Acceptance of resignations, processing F&F, assisting in PF clearance, etc. are done on time and all documents pertaining to separation and post separation of employees are maintained on time by the team members. 
· Employee grievance handling related to salaries, job location, maternity leaves & overseeing employee engagement activities like Reward & Recognition program, Blood donation camp, Sports day etc. 
· Ensuring that all the processes are followed by the team members and data maintained timely & accurately. 

PERSONAL DETAILS
VISA Status: Residence Visa
(Husband’s Sponsored)
DOB: 16/09/1985
Nationality: Indian
Gender: Female
Marital Status: Married
TECHNICAL ABILITIES
SAP HR End User
Microsoft Office (Excel, Words, PPT, Pivot tables, Lookups etc)
Payroll Software
LINGUISTIC ABILITIES
English, Hindi, Marathi.
PERSONAL SKILLS
High Performance
Delegating
Decision Making
Organizing
· 
Conducting audits like file audit, SAP audit, data audit to ensure data files are properly managed joining to separation and post separations. Facing the annual audits and resolving all queries. 
· SAP database Management to Identify and follow-up on data integrity, administration and validation issues related to HR data. 
· Preparation of ad hoc HR reports HR MIS, Attrition Report etc. 
· Complete ongoing HR data monitoring and clean-up in all HR systems and databases 
· Extract and compile information from databases and produce routine standardized reports 
· Coordination with SAP consultant for technology implementations and test system/DB changes and enhancements. 
K.R.Bedmutha Techno Associates Pvt. Ltd. (Engineering Service Industry)
Asst. Manager (HR) since Aug-2011 to July-2012.
· Screening & sourcing the candidates & scheduling interviews in line with Managers of different departments. 
· Standardized the joining formalities process of new employees (Welcome circular, Introduction, Employee Code, ID Cards, Stationary, Bank Account, Reference check etc). 
· Conducting Induction program for the newly joined employees to make them aware of the organization policies, procedures, facilitating their interaction with other employees. 
· Preparing Training calendar for new joinee & ensuring training to be completed proper handedly. 
· Maintaining Employee records, files, attendance record leave records & preparing company payroll on monthly basis. 
· Payout calculations & releasing payment on monthly basis. Maintaining all compliance report & coordination with compliance officers. 
· Initiated in the development of system software for smooth functioning of 
the organization by integrating  all the operations across all over India.
Soldtech Systems (Manufacturer of Electronic PCB, MV, LV panels):
HR Trainee & Project Oct 2010 to July 2011
· Keeping Employee Records, Scheduling and Conducting Interviews, Maintaining Attendance Record through biometric Software, Time office Management, Payroll processing and Leave Maintenance management through Tally payroll Software, Organizing meetings & keeping track on complete processes, handling grievances of the employees. 
TRAINING
Premier Academy of HR Professionals (Associated with Payroll Guru India).
· Gained practical knowledge on Payroll Administration, HR Generalist, and Recruitment & Selection through a 45 days exposure. 
Reference Available on demand
