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PROFILE SUMMARY:

· A young professional with 5 years work experience in HR division.

· Well versed with End to End Employee life cycle in an organization and various other HR support functions.

· With experience cultivated the art of being an effective communicator and a good team member.

WORK EXPERIENCE: 
1) TCI TELENET SOLUTIONS PVT LTD





JAN 2011 – MARCH 2015


Sr. EXECUTIVE HR & Admin – GENERALIST

“TCI Telenet” is a Telecom Service Provider which undertakes projects for setting up of complete TELECOM TOWER INFRASTRUCTURE as well as NETWORK IMPLEMENTATION services across India. 

Manpower Planning & Recruitment:

· Discussing with Department Heads about the position / vacancy to be filled in.

· Understanding & Estimating manpower requirement for all the branches.

· Handling end to end recruitment for all positions across all the branches on PAN India basis.

· Expertise on job portals like NAUKRI.com and MONSTER.com
· Recruiting through other sources like Linkedin, References

· Dealing and negotiating with recruitment consultancy’s. 

· Scheduling & conducting Telephonic & Personal interviews.

· Salary negotiation with candidates.
Vendor Management:

· Discussing with recruitment consultancy’s about the manpower requirement for the company especially for bulk hiring.
· Negotiating & coming into an agreement with the terms and conditions accepted by both the parties.

· Ensure on time payment and maintain a highly professional relation with them.

· Ensure a clear & constant communication for smooth functioning of recruitment activities.  
Joining Formalities:

· Ensuring completion of Joining formalities like verifying certificates, confirming joining dates, preparing Company ID cards, preparation of offer letters, opening Salary accounts with bank for new joiners etc..  

· Conducting reference checks of candidates to ensure company has the best & genuine manpower.
· Proper filing and maintaining a record of each employee with their complete details relating to their joining formalities, salary structures, special agreements (if any), performance reports, appraisal reports, incident reports, leave details, insurance, statutory compliance etc., in  hard & soft copy.

Induction Formalities:

· Explain the newly joined employees about company profile, working procedure of the company and their respective departments.
· Providing them with HR manuals so that they understand the rules and regulations of the company, and the benefits allotted to them as per their grade. 
· Maintain a very friendly relation and ensure the new joiners are very comfortable with the organizations environment. 

Payroll: 

· Preparing monthly payroll for all the branches. 

· Checking out with the Accounts department regarding Reimbursements / Loans / Advances availed by employees and making the necessary additions & deductions in their salary accordingly.

· Ensure all the employees are paid salary on time.
Statutory Compliances:

· Preparation of PF statement, ESIC & PT of all branches on monthly basis and payment of the same on time. 
· Payment of Personal Accident Insurance premiums of all branches on time.

PMS & Appraisals:

· Ensuring Performance Appraisal forms are duly filled up by employees.

· Conducting First Level performance analysis.

· Preparation of increment & promotion letters.
· Indentifying non-performing employees and arranging for refresher – trainings.
Attendance:

· Keeping track of daily attendance and forwarding the same to the senior management.

· Cross verifying of attendance of all branches for preparing salary.

· Ensuring employees report to office on time.

· Keeping leave records.

Employee Relations / Employee Engagement:

· Sending daily motivational quotes mail to all the employees.

· Ensuring Employees Motivation by sending mails for Birthday, Anniversary, Promotion, New Employee Introduction etc.

· Ensuring a positive and professional environment among employees.

· Handling employee grievances tactfully to ensure no tensions lie between them.

· Good at retaining employees by understanding their queries, problems etc and finding out a solution accordingly.
· Work closely with departments assisting line managers to understand and implement policies and procedures.

· Provide advice and assistance to supervisors and staff on HR related issues.

· Provide support to supervisors and staff to develop the skills and capabilities of staff.

· Provide current and prospective employees with information about policies, job duties, working conditions, compensation, opportunities for promotion and employee benefits.

· Handle HR related escalated concerns and solve employee conflict.

Attrition Control:
· Having a one on one conversation with employees and understanding their requirement.
· Aligning employees personal goal with organizational goal, thereby ensuring  good retention ratio.

Exit Formalities:

· Conducting exit interviews and understanding all the positive & negative experience experienced by the employee. 

· Pay attention & Rectify the particular work/function that needs to be modified.
· Ensuring Full & Final Settlement statement is prepared of resigning employees.
· Confirming with the accounts department about the Loans / Advances/ Pending dues etc

· Confirming with the Assets & Tools Department whether all the company materials have been surrendered so as to provide NOC.
· Ensuring PF & ESIC withdrawal forms are filled up and processed.
MIS Reports:

· Making various reports like weekly HR reports, recruitment reports and forwarding the same to the senior management for making strategic decisions.
Other HR Support functions:
· Guide Line Managers in writing job descriptions, deal with manpower planning issues, promotions, training and development

· Identifying competencies.
· Creating self-development plans, capability issues and other HR activities within the Department.

· Reviewing procedure and policies pertaining employee benefits and welfare.

· Implementing changes.

· Conflict management.

· Employee work and workplace satisfaction survey.

· Employee mentoring.
Legal & Admin:
· Manage all business licensing and related matters.

· Manage and verify all company contracts with employees and customers.

· Vendor management for office administration.

· Office Supplies and Facility Management.

· Payment of electricity, internet & telephone bills on time.

· Ensuring all the stationery items are available in the office.

· Ensuring the office is kept clean. 

· Ensure computer / laptop hardware and software support is given to all employees.  

· Arrangement of transport facilities for clients and employees.

· Arrangement of hotel stay for clients and employees.
2) ORPHEUS TECHNOLOGY SOLUTIONS:





  JUNE 2010 - JAN 2011
HR RECRUITER / RECRUITMENT EXECUTIVE

“Orpheus” is a manpower recruitment firm providing recruitment services to organizations across different sectors like Construction, Pharma, Finance,  IT, Non-IT, BPO, FMCG, Aviation etc. 

· Handling end to end recruitment cycle.

· Understanding client’s requirement.

· Sourcing profiles through job portals like NAUKRI & MONSTER.

· Short listing relevant profiles as per client’s requirement and forwarding the same to the company.

· Conducting first round of interview i.e. telephonic or personal.

· Scheduling of candidates interview with the client company.

· Complete co-ordination with candidate and client company till the closure takes place.

· Knowledge of Head Hunting, Mapping & Poaching.

· Created weekly reports / MIS in MS-Excel which enables the senior management to take prompt decisions.

· Closed different positions from junior level to senior level management.

3) GREEN HR SOLUTIONS:







JAN 2008 – JUNE 2010
HR ASSISTANT – Data Entry
“Green HR solutions” is a provider of entire HR solutions to its clients in BPO division
· Compiling of HR Recruitment reports provided by HR recruiters and sending it to the Recruitment Head.
·   Preparation of monthly payroll reports from the payroll division and forwarding it to the Department Head.

· Keeping a track record of all the employee documents both in soft copy and hard copy.
· Informing the associates about the policy changes made by the management from time to time basis through mail. 


EDUCATIONAL CREDENTIALS

Masters in Business Administration (HR), SMU University (2011 – 2013)
Diploma in Human Resource Management, Welingkar Institute of Management Development & Research, (2009 – 2010)

Bachelors of Commerce, St Xaviers College, Mumbai University, 2007



TRAININGS ATTENDED / CERTIFICATION:

· Advanced Practitioner of Neuro Linguistic Programming (NLP) from School of Excellence, India – Feb 2015.
· Certified Practitioner of Neuro Linguistic Programming (NLP) from School of Excellence, India – Dec 2014.


TECHNICAL SKILLS

Software: MS OFFICE
Operating System: Windows 


HOBBIES

Listening music


OTHER DETAILS

Nationality

: Indian
Date of Birth

: 8th May 1986

Language Proficiency
: English, Hindi, Marathi, Malayalam

Visa Status

: Visit visa

