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Objective:A Senior Human Resource position which helps lead the HR needs of the organization; maximizing employee potentials with innovative and dynamic initiatives, effectively utilizes employee capital, combines long-term strategic thinking with short-term execution and helps the Company meet its overall business objectives
Skills:
· 6+ years of management experience and evidence of interaction and influence with senior management required. 
· Assessed and organization’s talent capability against the key business objectives and implemented new talent management strategy
· Commended and recognized by the management for delivering quality work.
· Experience with an ERP, Applicant Tracking System (ATS) and Performance Management.
· Strong Microsoft Office, Outlook, Word, PowerPoint, Excel 
· Organizational Skills, ability to set priorities and meet challenging deadlines 
· Self-Directed Individual with Initiative, Analytical and Problem Solving Skills 
· Consulting Skills, Influence Skills and Facilitation Skills, the ability to justify and sell ideas to senior management, the ability to work with groups and teams to identify issues and solve problems 
· Customer Service skills, listening and understanding client business priorities 
· Vast experience in the formulation and development of various HR processes. (Manpower Planning, recruitment, selection, Maintaining personnel files, General correspondence)

PROFESSIONAL SYNOPSIS
IFS – Integral Food Service 





Nov, 2014 to till Date
Designation: Assistant Manager – HR

As an Assistant Manager – HR I’m responsible to oversee the implementation and administration of human resources policies, programs & Practices, lead the team and development departmental goals objectives & system to support the operations / divisions for smooth operations 
Job Responsibilities & Duties 

· Develop and monitor Human Resources annual budget 

· Establish and lead staffing practices and procedures necessary to recruit and retain an effective workforce 

· Maintain up-to date recruitment progress report, talent database and all related staff communication. 

· Process all recruitment requests in an effective and efficient manner 

· Interact with Learning & Development Department for New Employee Orientation Program and Identify key skills, specialty skills and propose training needs accordingly.

· Gather necessary data to benchmark salaries and benefits. Compile all data needed for the annual salary review, and the annual performance appraisal analysis 

· Design and implement process of organizational development to address issues such as succession planning, workforce development, key employee retention, organization design, workflow efficiency and change management 
· Visit work site, unit / location the meet the employees and review the HR activities and employee related issues, queries, complaints disputes and grievances on site and report to the HOD and COO on day to day activities at the site

· Foster a conducive working environment through employee relations activities and communication

· Formulate and recommend Human Resources policies and objectives that will establish a positive employer – employee relationship and promote a high level of employee morale and motivation and comply with policies and procedures, programs & laws

· Develop strong working relationship with other Executives, Management and Staff, providing advice guidance, and coaching as needed 

· To conduct exit and grievance interviews  with departments staffs, site employees 

· To review and update the staff rules and regulations and employee handbook on regular basis

· To update and ensure smooth running of the Human Resources Information System all the time 

· To prepare and submit periodic reports related to HR Management and Information System 

· Monitor timely update personal records (personal details, position salary, appraisal outcomes, leave records, training and awards)
· Ensure that the company policies & standard operating procedures are implemented at all the work sites and are observed by each and every employee. Under the guidelines of HOD I shall take necessary disciplinary actions against respective defaulter as per the impact of violation and threat to the business operations 
· I’m to create a good team work & motivate staff by introducing various welfare programs, activities and performance based staff incentives

· Implements appropriate grading and salary structure that is in line with the Company’s HR strategy to ensure administration of pay in a fair and equitable manner. Design Job Descriptions, company forms, employee hand book, orientation manual, training manual and other necessary documents.

· Design programs that may develop team building, cultural awareness and understanding and best work practice at best work place.  Organize Corporate Event for employees or promotions.
Apparel International LLC – Oman




Aug, 2012 to till Oct, 2014
Designation: Assistant Manager - HR
Key Responsibility Area’s
· Employee relations: Employee Engagement will lead the development and implementation of all internal marketing and communication strategies, recognition programs and events in collaboration with property leadership to ensure initiatives are in line with the strategic priorities, with a focus on improving culture and employee engagement Plans and oversees employee wellness program 
1. Develops long-term strategies and sponsors key initiatives to promote and achieve a culture of service excellence and employee engagement.
2. Develops and executes annual budgets and proposals, timelines and creative design to increase employee engagement and to sustain the employee culture.
3. Develops employee recognition strategies to include reviewing, evaluating  and making recommendations for departmental recognition programs
4. Collects timely data to support business initiatives through focus groups, surveys, town halls, one-on-one interviews, and other methodology; evaluates and applies the data to support decisions
5. Prepare and report the detailed Employee Engagement Dashboard.
6. Responsible for planning, collating tracking and adherence of event calendar 
7. Employee involvement through effective communication and create congenial work environment 
· Resourcing: advise on process & tools and develop new ways to find great people. Keep abreast of what competitors are doing to attract talent. Manage and strongly influence interview or assessment center processes 
· Talent: Advise on and embed performance management processes. Manage succession planning and talent spotting processes to ensure that we mitigate talent gaps and build strong talent at all levels. Be a sounding board and provide insight to managers re their teams. Drive plans to continually improve the retention of talent. 
· Organization: Challenge and spot opportunities to develop organization design and efficiency. Manage change program as appropriate 
· Reward: Manage current reward practices (i.e. salary review, bonus) and develop new ideas and initiatives to recognize, reward and motivate employees  
· Coaching: Challenge and act as a mirror to managers in order to develop their management style and self-awareness. Proactively support and provide insight to managers on their own development plans 
· Engagement: Support engagement survey action planning and team building opportunities. Get out in the business to scan the environment and input insights and suggestions re how we can drive engagement levels. 
· L&D: Work with managers to identify needs and build strong development plans for teams. Observe and share insights with the field training team re how we can build the capabilities and performance of the beauty consultants. Facilitate team building sessions and where appropriate build local learning & development program. 
Principal Duties and Responsibilities
· Act as a generalist HR Business Partner to the following departments; Retail Operations and International Retail
· Work with the Head of HR and Payroll & Benefits Manager to conduct salary and benefit benchmarking surveys annually to remain competitive in the market
· Ensure HR policies and procedures remain up to date and reflect legislative changes and developments. To lead the annual pay review process across Retail (Global)
· Lead and coordinate the annual appraisal process across Retail (Global)
· To deputize for the Head of Human Resources as and when required
· Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment & training
· Record data for each employee such as address, weekly earnings, absences, supervisory reports on performance and dates of and reason for termination
· Process and review employment applications in order to evaluate qualifications or eligibility of applicants
· Addressing queries regarding eligibility, salaries, benefits and other pertinent information
Interview job applicants to obtain and verify information used to screen and evaluate them, and to maintain a data base in system
· Request information from law enforcement officials, previous employers, and other references in order to determine applicants employment acceptability
· Compile and prepare reports and documents pertaining to personnel activities and for full & final settlement
· Conduct in house training for new joinees and refresher training on customer service and on product
· Develop  measurable  Retail KPIs (turnover, absence, recruitment)
· Provide  support to Area Managers and key stakeholders as required in respect of complex ER issues
· Explain company personnel policies, benefits and procedures to employees or job applicant, joining formalities if new staff
Learning and Development: To manage the end-to-end learning & development processes including:

· Working with business leaders and managers to identify training needs and trends within the business

· Designing, both in-house and with expert third parties, a solution which includes a blended approach to learning such as coaching, classroom training, 1-2-1 sessions, action learning & e-learning

· Delivering these blended solutions and training sessions to your delegates Employees and senior management 

· Management of the training budget

Training Management:

· Have designed and facilitated courses covering a broad range of topics, including:

	· Communication Skills 
· Presentations Skills 
· Corporate & Business Etiquette
· Email Etiquette
· Team Building 
· Time Management Skills 
· Stress Management Skills 
· Interpersonal Skills 

	· Conflict Resolutions 
· Performance Management
· Mentoring Skills 
· Voice & Accent 

· Work-Life Balance

· Interviewing Skills

· Interpersonal Skills 



Hinduja Global Solutions (HGS)



July, 2008 till July, 2012
Designation:Sr. Executive – HR
THE KEY DELIVERABLES
End to end Recruitment
Recruitment
· Implements human resources strategies by establishing department accountabilities, including talent acquisition, staffing, employment processing, compensation, health and welfare benefits, training and development, records management, safety and health, succession planning, employee relations and retention, and labor relations. 
· Handling the hiring process for Fresher’s and Experienced, starting from receiving specifications from the Ops team to the final closure till the candidate joins.
· Working with the managers to understand their hiring requirements.
· Sourcing resumes through various sources.
· Conducting Preliminary HR interviews.
· Managing offer making process including background / reference checks.
· Handling Walk –ins.
· Constant engagement with candidates from offer made stage till the candidates join the Organization.
· Scheduling and Coordination of Interviews.
· Pre and Post Selection Coordination.
· Employee Referral Coordination.
· Maintaining Resume Database.
Employee Relations
Induction & Joining Formalities
· Plan, organize, and conduct induction programmed for the new joiner.
· Complete the joining formalities i.e. collect the required documents, creation of login id for attendance.
· Employee orientation and development training.
· Represent the management at meeting that involve employee benefits, compensation and discipline issues.
· Supervise the maintenance of employee personal records.
· Initiate and conduct timely investigation, prepare documentation and make                                 Recommendations for corrective/disciplinary actions.  
Administration HR & Welfare
· Clarify the Employee Grievance and various issues/queries on Leave policy, salary payment.
· Maintain the notice board with the information about “Thought of the Day” message, Employee of the month announcement, articles on weekly and fortnightly basis.
· Maintain HR files and employee information in various reports like employee data base, employee CV's, preparing all HR letters and certificates etc.
Performance Management
· Handled the entire Performance Review process for all employees across levels.
· Organized all appraisal meetings of employees with their respective managers and handling any issues thereof.
· Coordinating with IJP (Internal Job Positions). 
· Drafting of appraisal letters and bonus/promotion letters for employees.
Employee Engagement Activities
· Handling developmental activities.
· Coordinating with the creative team for events and programs.
· Arranging seminars, development sessions, games and events.
· Coordinating with employees and handling grievances.
HRIS Management
· Updating HRIS data on a regular basis keeping senior HR Manager posted on the same. 
· Managing Applicant Tracking System.
· Managing the MIS of entire life cycle of an employee’s staring with joining till exit.
Educational Summary and Certifications
· MBA (HR) Correspondence Course from Pondicherry University, (Director of Distance Education) Mysore in 2008-2010. 
· B.com from BasudevSomani College, Mysore in 2005-2008.
· P.U.C. (12th) from S.B.R.R Mahajana’s College, Mysore in 2003-2005.
· S.S.L.C. (10th) from St Matthias High School, Myosre in 2003.
Achievements
· Awarded as the Best Employee of the Quarter at Hinduja Global Solutions
· Awarded thrice as the Best RetentionGlobal Service Centre
· Represented thrice for the state level sports meet – Athletics
· Represented Nationals – Volley Ball and Hockey  
Personal Details 
· Date of Birth:31/05/1987 
· Relationship status:Single
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