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Seeking assignments in Human Resource Management with an organisation of high repute firm.
PROFESSIONAL SYNOPSIS
· Human Resource professional with 4+ years of experience in Human Resource Management.  

· Presently Associated with Mfar Construtions Pvt Ltd as Officer–HR & Admin
· Proficient at Payroll Management, Manpower Planning, Recruitment, Induction and On boarding, Training & Development, Performance Management , Budget Management, Employee Relations & Engagement, Exit & Settlement formalities.
· An effective communicator with exceptional interpersonal skills.

· A reasonable level of numeracy with a high standard of personal integrity and decisiveness, in addition to problem-solving and influencing skills.

· Adept at handling day to day activities in co-ordination with internal / external departments for ensuring smooth business operations.
FUNCTIONAL SKILLS
~ Payroll Management

              ~ Induction Process

              ~ Training & Development

~ Performance Management      
   
 ~ Employee Relation & Engagement              ~ Manpower Planning
~ Budget Management

              ~ Recruitment & Selection

~ Exit Interview / Settlement Formalities         


PROFICIENCY FORTE
Human Resource Management

· Ensure smooth payroll process & statutory compliances.
· Maintaining employee’s database and ensure completion of personal files including administering Access control.
· Ensure to send the welcome note for new recruits & organising the induction program & completing joining formalities.
· Identifying the training needs across team through mapping of skills required for particular positions and analysis of the existing level of competencies of individual vis-à-vis the gaps. 
· Co-ordinate to complete recruitment life cycle for sourcing the best talent from diverse sources.
CAREER CONTOUR

Since May’2010: Mfar Constructions Pvt Ltd as Officer – HR & Admin 

Responsibilities:
Payroll Management

· Has handled payroll for small group of 600 to 2000+ and have strong knowledge on the whole payroll process. Handled statutory compliances like pf, esi etc. Has handled transition to new payroll system and primarily involved in implementation of ERP. Have also been as End User in ERP HR module.

Recruitment Co-ordination

· Screening and Short-listing profiles as per requirements at the initial level. 
· Independently worked on requirements. Giving the preview about the company and the interview process to the candidates. 
· Co-ordinating for scheduling interview & Manage complex interview schedules: scheduling telephone and face to face interviews with the recruiting team and the business/ blocking calendars of Specific Interviewer.
· Following up with prospective candidates until they complete all rounds of the interview. 

· Ensure closing of positions within stipulated period.
· Verifying and collecting required documents from the new joiners.

· Ensuring all the selected resumes are updated in the talent pool tool with all the background details of the candidate.
Time Office Management
· Handled time office management with implementation of portals for tracking of leave, OD, permissions. Installed biometric systems in all branch offices and sites and linked it to the portal to achieve 100% attendance and discipline compliance.

Training and Development:
· Identifying training needs across the team.
· Determining training needs of employees in consultation with Departments Head, preparing and monitoring training calendars & organizing training schedules. 

· Create, update and manage the training plans across all business line (Teams).

· Define, update, analyse and report the competency development plan to its stake holders.

· Store and manage the trainings records such as presentations, test papers & attendance records.

· Establishing and periodically reviewing the effectiveness of training programs at learning, behavioural and results levels.

· Coordinating for training programs follow-up on participation and surveys, learning plans, action planning etc.

· Ensuring timely execution of trainings, includes arranging training material, venue reservation, stay & travel arrangements of participants.

· Tracking & maintaining database related to employee data, nominations, feedback and budget expenditure for training.
HR Operation:
· Providing induction, handling joining formalities (bank accounts, reference check call, PF related formalities, ID & access Card & co-ordinate to issue appointment letters.
Employee Relation & Engagement Activities
· Co-ordinate and arrange for the reward and recognition programs.

· Co-ordinate, Communicate & Implementation all policies and process to employee.

· Ensuring all grievance issues are addressed and provide solution
Confirmation and Performance Appraisals
· Co ordinate to manage Performance Appraisals and Promotions. 
Settlement Formalities

· Exit interviews process management.
· Processing Full & Final Settlement.
June’07- May’08: Wockhardt Heart Institute as Customer Care Executive
July’06-May’07 : M.S. Ramaiah Memorial Hospital as Customer Care Executive
SCHOLASTICS

· Graduate in Science[ B.Sc], Bangalore University 
PERSONAL DOSSIER

Date of Birth

              :  October 19 1985
Linguistic Abilities

:  English, Hindi, Kannada, Teleugu and Tamil
Marital Status


:  Married
Nationality 


:  Indian
