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	Objective


Motivated HR professional seeking a position where my skills, energy and work ethic will be valuable in an organization committed to its employees
	Summary Of Skills


· Post Graduate in Business Management
· 5 years experience in Human Resource Management 

· Excellent communication, presentation and interpersonal skills at every level in an organization

· Demonstrated multitasking skills to handle multiple projects, organize, plan and prioritize work

· Demonstrated ability to work, lead and motivate in cross-functional teams in a culturally diverse environment

· Excellent decision making and problem solving skills, strong sense of ethics, business acumen, and aptitude for strategic thinking
· Exposure and experience in Indian and UK Human Resource Management.

	Education


	Post Graduation – Management (Human Resource & Marketing)

Kohinoor Business School, Maharashtra
	2007 – 2009




	Bachelor of Commerce
S.S Dempo College of Commerce and Economics, Goa University, India
	2003 – 2006




	Professional Experience

	Sr. Executive - Human Resource
	
	Panjim, Goa India
	Dec ‘12 – Jan ‘15


HR Functions:

· Managing day to day HR operations.
· Responsible for the full employee life cycle from recruitment, induction to exit, and for providing full administrative support to the HR Managers and Officers. 

· Deployment of the right manpower within the organization through effective recruitment methodologies.

· Designing compensation structures which benefit different levels of employees.

· Implement employee wellness & welfare activities

· Policy & SOP: Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management;

· Preparing staff handbooks;
· Planning, and sometimes delivering, training - including inductions for new staff
Recruitment & Selection: 

· Experience in Indian and European Recruitment process. 
· Identifying Manpower requirement from all Line Managers.
· Mapping Job description & Job analysis basis on process requirement.

· Responsible for Recruitment, Selection & short listing the candidates.

· Sourcing CV’s from Different source, Coordinating and Conducting preliminary screening & taking initial interviews, Salary Negotiation etc.
· Short listing & Screening of candidates, conducting Final round 
· Issuance of all letters related to offers made, appointment, confirmation & salary revision.
· Ensuring the completion of joining formalities (Issue Offer Letter / Appointment Letter, collection of required documents from new joiner)
· Preparing Induction Program and Orientation to the employees towards policies and procedures of the company.
Statutory Compliances:

· Filling ESI and PF monthly Challans & preparing & returns.
· Monitor and verify adherence to terms of polices by monitoring day-to-day implementation of policies and working conditions and initiate changes in line with changing legal requirements.
·  Completing the Full & Final settlement, Issuing P45’s, Redundancies, Compromise Agreements, TUBE transfers and restructures process of the resigned employees as per the company policy.

· Facilitating smooth work culture & enforcing discipline.
· Monitoring on Labour welfare facilities.
Payroll & Compensation

· Ensuring Pre-payroll process (Attendance input, Shift allowance, OT hours, Performance allowance etc) 

· Responsible for Payroll processing & disbursement of Payroll.

· Responsible for providing final Approvals for Salary, deductions, Travels, Transfers, Relocations, Training Costs and other Official Trips (Claims like TA & other allowance).

· Maintaining & Tracking Attendance, Leave, LOP for all employees (On-roll & Off-roll) as per policy.

· Ensure the employees get their payroll queries/ grievance answered and solved on an individual basis. 
· Ensure timeliness and accurate payment of salaries.
· Annual preparation for Bonus payout, LTA & Leave Encashment.
Employee Relations & Engagement 

· Addressed daily employee concerns and issues.

· Ensuring prompt & timely resolution of employee Grievances and Employee Relationship that contributes to satisfactory productivity, motivation & Moral. 

· Manage the Monthly rewards & recognitions scheme with the company.

General Administration (Security, Housekeeping & Travels):

· Supervising housekeeping activities in the organization; ensuring availability of stationary, ID cards, Visiting card and canteen facilities, printing requirements & other stationery materials, coordinating with security Agencies for security arrangements, Mess facility & transport facility.

	Human Resource Executive
	Evermore Commodity Brokers Pvt. Ltd.
	Mumbai, India
	Jan ’10 – Aug ’12 


· Interview applicants on the basis of requirement and job skills, Contact applicants to inform them of employment possibilities, considerations and selection.

· Screen and refer applicants to hiring personnel in the organization, 

· Conducting Joining formalities - Joining Forms, ID Cards, ESI Registration, Opening of Bank account, Provident Fund account & Coordinating with the Preparation of Duty Rosters. 
· Maintaining HR Policies in the company, administering disciplinary procedures, leaves and attendance management.

· Maintaining Registers, performance appraisal, preparing appointment /contract letters etc.
· Handling employee database

· Serve as a link between management and employees, interpreting and administering contracts and helping resolve work related problems.

· Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation and employee relations.

· Handling the payroll

· Confirmations, performance appraisals, Employee Engagement.

· Exit-interviews, Full and final settlement.

· Administrative and handling BackOffice work of companies abroad.

	Management Trainee
	Informedia 18 Ltd. Network 18 Company
	Mumbai, India
	Mar ’09 –Nov’09


· Marketing and sales department: Business development on publishing directories and other guides, client servicing, increasing our distribution etc.

	Internship - Client Services
	Global Innov Source Solutions Pvt. Ltd
	Mumbai, India
	Mar ’08 – May ’08


· Project Name: Observation and study of client service in Global Innov source solution Pvt. Ltd. 

· Maintaining relations with clients and their associates for employee outsourcing management. Taking care of the payroll management of the associates right from the associate being recruited to the respective client, his payroll management, till the end of his termination and exit as a associate of Global Innov Source.

	 Computer Skills


	Applications & Utilities
	MS Office, MS Outlook, 
Applicant tracking system (Taleo by Oracle), 
Sage 50 Payroll (HR and payroll software), 
IRIS payroll, 
Greytip Management System Software, 
Internet with Email,
 Job Portals (Timesjobs.com, Naukri.com, Monster.com) etc


	Activities & Interests


· Painting, Reading, travelling and Sports

	 Personal Details


	Date Of Birth
	21st November 1985

	Marital Status
	Married

	
	

	Visa Status
	Residence Visa (Husbands Sponsorship)
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