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A resourceful and well-rounded team player who delivers results to enable organizational success. Seeking a Human Resource Management , Administration position where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company . 

AREAS OF EXPERTISE 

Employee Relation * Organization Development * Compensation & Benefits*Training & Development * Staffing Requirements * HR Policy Design * Administration * Recruitment & Employment * Safety Training * Team Building * Industrial / Labour Relations * Strong interpersonal and leadership skills * Implementing new processes and procedures * ISO certified environment 9001 :2008
Professional Experience


 Evolute Solutions Pvt. Ltd. (Electronics Manufacturing and Trading Company)
Assistant Manager–HR & Admin (Nov’2006 to Nov”2013)
Job Responsibilities:

· Recruitment, Selection and Onboarding

· Handling end to end recruitments for pan India operations.

· Using different sources of recruitments like job portals, consultants, employee referral.

· Speaking with Business Unit heads and General Managers to understand manpower requirements. 

· Monitoring recruitment cost and making comparison of cost incurred by hiring though consultants against job portal and employee referral.

· Seeing to it that maximum positions are closed through job portal and employee referral to save cost.

· Sourcing and screening profiles to ensure quality of manpower hired.

· Closing maximum positions within timelines. 

· Working closely with recruitment vendors and managing them as well.

· Handling joining formalities and onboarding activities for new employees.

· Seeing to it that all the new employees have completed induction.

· Designing and updating induction program.

· Compensation and Benefit

· Payroll Processing in Spine and HRMS
· Maintaining and Updating Time keeping Records and Leave Records
· Maintaining and updating the employee database in proper manner

· Managing the compensation and benefit function for Pan India operations.

· Processing Salary in Spine of Pan India employees

· Responsible for running the payroll on timely manner i.e. by 1st of every month. 

· Seeing to it that all statutory compliances are done as per the deadlines.

· Analyzing compensation reports and submitting to accounts for their action.
· Looking after the calculation of Overtime of employees.

· Preparing Monthly MIS.

· Preparing and Issuing Form 16.

· Filing PF and ESIC Returns.

· Looking after the payment of Bonus and Leave Encashment of all Employees.

· Responsible for updating CTC structuring with new developments and also addressing any bugs or glitches encountered during operations. 

· Seeing to that referral bonus, incentives are paid on time.

· Exit formalities

· On receipt of resignation, updating all concerned departments about the person’s exit.

· Check his records for any outstanding to be received or to be paid to the exiting employee.

· Taking exit feedback and interview from the employees and analyzing feedbacks to determine reason for exit. 

· Performing attrition analysis and submitting to management for review and action during management meeting.

· Seeing to it that full and final settlements are done on time.

· Signing and issuing relieving and experience letter to exiting candidate once all the formalities are over.

· Performance Management System

· Taking care of performance management for the entire Pan India operations.

· Seeing to it that all employees complete goal setting at the beginning of the year.

· Making new employees understanding the process of performance management system at the time of joining.

· Setting deadlines for mid-year and final review and seeing to it that review is done on time.

· Issuing increment letters to employees.

· Organizational Development (OD) interventions

· Promoting “STAR” Referral system so employees can earn monitory rewards as well as we can reduce our dependence on consultants.

· Working on a “Birthday reminder system” through which a mail will go through system wishing the employees.
· Employee Welfare

· Ensuring prompt resolution of employee grievances & maintaining cordial employee relations.

· Organizing sports, festival functions, various events and other awareness programmes, aimed at enhancing the sense of bonding and oneness amongst the employees.

· Looking after grievance handling, employee motivation, personnel/family counseling thereby instituting measure for reducing absenteeism and employee turnover.

· HR Operations

· Responsible for signing and issuing confirmation letters.

· Preparing warning, termination and transfer letters.

· Doing operations on in house software pertaining to employee record maintenance and updates.

· Employee grievance handling.

· Preparing HR MIS

· House keeping Management

·  Administration

· Arranging accommodation, vehicles, 

· Coordination with PRO for visa processing

· Office management including infrastructure, office boys, drivers etc
· Attendance management  

· Handling stationary and preparing monthly budgeting 
· Petty cash management

· Leave, pay, discipline, resignations, advance, issue of items like camera, laptop, mobile, sim card, recharge card of all office staffs

· Full & Final settlement

· Salary revision and negotiation

· OT calculation and cross checking from software

· Ticket Booking

· MD’s International meetings

· Manage Managements Club Memberships.

· Housekeeping Management

· Liaising with Government Authorities related with Labor Act.

· Manage Employees Health & personal Insurance

· Policy Drafting for Group of companies.
· Vendor Management
· Visa Processing

· Documents verification & follow up for visa

· Coordination with PRO for visa, cancelation, medicals etc
Buzz Corporate Services Pvt. Ltd.(Placement Consultancy& Outsourcing Agency)
Designation: Executive - HR  ( Oct. 2004 to August 2006)
· Job Responsibilities: 

· Payroll Processing in Spine and HRMS

· Maintaining the personal records of employees in proper manner.

· Maintaining and Updating Time keeping Records and Leave Records

· To make statutory payments (PF, ESIC, PTAX, ITAX etc.) before time.

· Preparing and issuing Form 16 of pan India employees.

· Joining Formalities

· Conduct Exit Interviews.

· To make Full and Final Settlements.

· Keeping Records of Stationeries, Telephone bills etc.

· Taking care of AMC’s of Vendors.

· Taking Care of Security of the company premises and Sites.

· Taking care of new Joanie’s e.g allocation work station and welcome kit, PC setups as per requirement, etc.

· Issuing appointment letters, warnings, terminations and relieving letters.

· Generating daily Human Resource MIS.

· Preparing monthly salary, leave record of all employees.

· Looking after statutory compliance issues of all branches.

· Vendor management, housekeeping Management
· Verifying Conveyance vouchers.

· Preparing monthly MIS report of Admin expenses and vendor payments.

· Preparing Monthly MIS for payroll expenses
· Looking after the performance management appraisal
· Employee Verification. 


Comfort HVAC Pvt. Ltd. 
Front Desk Executive-(From 1st March 2003 to Sept. 2004) 

· Managing Reception Desk

· Handling Calles on EPBX machine

· Answering queries of the customer

· Managing in and out couriers.

· Travel & Ticket Management of staff and Directors

Academic Qualification 

· Bachelor Business Administration Bundel khand University
· Secondary from Maharashtra  Board with 58%  

Technical Skills 

· Operating Systems: Windows 2000, Windows XP
· Payroll Software (Spine)
· Packages: MS-Office

· Languages: VB 6.0 

· Tools: Tally
Personal Positives 

· I am very hard-working and sincere person with total dedication and commitment to work assigned to me. 

· Stress Management Skills: Ability to work under pressure and deadlines. 

· Confidence and Zeal to learn & accept new ideas. 

· Excellent team building and inter-personal skills. 

· Proficient in handling multiple responsibilities with endurance and commitment. 
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