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Career Objective

Maintain and enhance human resources productively in an organization, developing strong manpower, identifying talent and deploying professional development programs in order to achieve Organizational goals and fulfill employee’s needs.

Career Profile

Result oriented H R Generalist having 9 years of experience in manufacturing sector handling entire gamut of HR operations.
Professional Work Experience:
1. Tebma Shipyards Limited (Karnataka) – Asst. Manager – HR (3 Units) & Administration from   

     Dec’10 to till date.
2. GMR Group - Sr. Coordinator – HR & Administration - Mar’08 to Oct’2010.
3. Randstand (I) Pvt Ltd (Mafoi Mgt Consultancy)-Associate Consultant–HR-May’07 to Feb’2008
4. Modi Mundi Pharma, as Executive – Sep’05 to Feb’2007   

KEY FUNCTIONAL RESPONSIBILITIES & CORE COMPETENCIES
ORGANIZATION DESIGN & MANPOWER PLANNING

· Preparing the organization design based on the departmental manpower.

· Preparing the annual manpower planning as per the Business plan.

· Involve in recruitment budget preparation. 

· Allocation of manpower as per the Business plan.

RECRUITMENT
· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Exposed to various recruitment strategies.

· Create and refine the channels sourcing plan as needed. 

· Campus/Off campus and lateral hiring. 

· Making interview panels & lining up the candidates.

· Conducting interviews and preparing the summary report.

· Working on Offer based on selection keeping internal parity in mind.

· Negotiating the offer with candidates.

· Conducting final offer formalities and reference checks.

· Preparing and conducting the induction program for new joinees.
STATUTORY COMPLIANCE ADMINISTRATION 

·  Practiced statutory compliance services which are provided independently as a part of complete HR Operation. 

· Compliance’s on renewals of factory licenses and timely returns of statutory bodies with liasioning.
· Employee Social Security & Payroll 

· Labour & Factory Law Compliance 

· Updating the changes in regulations and guide our management to update and change as per the times.

· Auditing of contractors Statutory Compliance report & detailed report highlighting any deficiencies in the current statutory compliance system.
· Recommending the necessary infrastructure and process to ensure 100% labour & factory law compliance. 

· Attending the Periodical Statutory inspections held by the Govt. Officials whenever conducted.

·  Educating the contract workers & supervisors about the various labour & factory law compliances. 

WAGE & SALARY ADMINISTRATION

· Managing payroll processing function involving computation of salaries, attendance, leave, fixed & variable entitlements and filing of Income Tax, PF, TDS, and other statutory returns. 

· Monitoring leave, timesheet & overtime management and providing payroll audit support.

· Studying and incorporating the statutory changes affecting the payroll operation in the system.

· Preparing and sending the settlement details to employees; attending and addressing the employees’ queries on salary, perks and income tax.

· Participating in compensation surveys and incorporating changes at the time of increments.

· Devising common salary structure within the grades and monitoring the distribution during the salary review.
TRAINING & DEVELOPMENT

· Conduct the entire training & development activity which includes identification of training needs, creating training modules, preparing training calendar, ensuring training coverage and training effectiveness 

· Skill Enhancement program-SEP  drive at plant level for Quality & process improvements

· Conducting technical, Behavioural & Motivational Trainings

· Ensure compliance to various audits as department representative & maintain the training records as per the ISO standard and MIS.

INDUSRTIAL RELATIONS

· Liaison with the competent authorities from time to time and ensuring smooth operations.

· Evolving on Line & Open Forum for Grievance redressal systems.
· Initiating Disciplinary procedures and actions against misconducts

· Maintaining smooth coordination among the Unions and the management by maintaining positive disciplinary procedures and addressing to the Unions grievances.

· Necessary training for all workers without discrimination & developing the workers for next level.

· Done the collective bargaining with unions.

· Initiated the participation of union members in management decision for the safe practices in plant.
· Quarterly & Yearly monitoring of IR Budget

PERFORMANCE MANAGEMENT SYSTEM 

· Ensuring that KRA's for each is determined and provided after getting on to the job.

· Assisting the employees in forming the goal sheet based on the Balance Score Card.

· Managing Appraisal process at all levels and linked to Reward Management and Career Growth. 

· Maintain review history and track appraisal.

· Communicating the employee about the outcome of the appraisal. 

EMPLOYEE WELFARE & EMPLOYEE ENGAGEMENT ACTIVITIES

· Communicate with employees at regular intervals 
· Ensuring all employees is covered for Medi-claim insurance.

· Organizing medical check up camps & distributing Medicines to employees.

· Carrying out Engagement Surveys and gauging the level of Engagement of Employees.

· Implemented various employee engagement initiatives / programs at regular intervals to maintain the motivational levels, morale of employees and enhance employee commitment like organized Company annual functions, celebrations, indoor & outdoor sports, trips.
· Collate all engagement in MIS for Management review on quarterly basis.

MIS & BUDGET

· Assimilating information, highlighting key points, preparing briefs for meetings and developing HR presentations for WPR, MPR & QPR.

· Assisting in forming departmental budget. 
· Monitoring the expenses incurred against the budget and focus upon minimizing the variances.

POLICY FORMULATIONS & SYSTEMS

· Played a major role in formulating & implementing HR policies of the organization.

· Evolving SOP’s  keeping in view of the dynamic work practices 

· Supervision of the HR Operations function. Review existing processes and practices, identify areas of priority, propose new methods and processes to improve HR Operations and ensure systematic tracking of progress.

FACILITY MANAGEMENT & ADMINISTRATION

· Coordinating with contractors -security, canteen & transport facilities for their effective services.

· Keeping the track & maintaining the records of company properties (6No’s) & pay the tax on regular interval.  Documentation will be produced at the time of audit.

· Liaising with the Govt. agencies as per the requirement.

· Liaising with external agencies for guest visit.

· Maintaining subsidized Canteen, Transport, In house Stationery, Guest House, Furniture Accessories, Travel Arrangements, Office Cash, Telephones & Mobiles, Vendor Management, Security, General House Keeping, and Maintenance of Company’s Vehicles.

Education & Qualifications: 

· Master in Business Administration in Human Resource Management from Sikkim Manipal University (Recognized by UGC) in 2005

· B.Sc (PME) from DRM Science College, Kuvempu University in 2003
Personal Information: 

Date of Birth 

:            12-06-1981.

Nationality

:            Indian

Languages known

:            English, Hindi, Kannada and Telugu (Tamil & Tulu – I can understand).[image: image2.png]



