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CAREER OBJECTIVE
A motivated and result driven HR Professional utilizing enthusiasm, perseverance and strong desire to learn, to contribute and make a positive difference to the organization.
CAREER CONTOUR
· An HR professional with over 6 years of experience, utilizing multi-tasking abilities to meet organizational objectives
· Consistent performer with acknowledged success in planning and implementing projects
· Demonstrated ability to effectively plan, coordinate & meet deadlines of multiple responsibilities
· An innovative team player and effective trouble shooter possessing strong  interpersonal, presentation, organizational, team building and leadership skills with an analytical mind-set to work and perform in a diverse environment
· Strong Managerial and leadership skills

· Efficient organizer, motivator, and a decisive leader with a successful track record

EMPLOYMENT CHRONICLE
Media Worldwide Pvt. Ltd. 

   SR.HR Executive: Generalist Profile

August 2011 – December 2014
Media Worldiwde Pvt.Ltd. is a group of companies having television channels like Music India, Sangeet Bangla, Sangeet Bhojpuri and Travelxp HD
Recruitments
· Responsible for effective & fast recruitment processes for Senior, Middle & Junior Management

· Conducting campus interviews. Scheduling interviews and coordinating with the Senior Management (if required) for the interviews and executing round of HR interviews like telephonic, personal as well as final round
· Mass calling and Mass Emailing for Recruitments, Posting Recruitment Ad’s on Times Jobs with required details and criteria
· Issuing of Offer letters, Appointment Letters, etc.

· Responsible for Salary structures, Joining formalities, Employee code generation, Mail id, ID cards, Bank a/c opening formalities, ESIC facilities and PF facilities
· On boarding and Induction of New employees with the company profile
· Conducting Employment Verification checks for Senior Management Candidates
Payroll / Compensation & Employee Database
· Handling the entire payroll process (approx 200 employees)

· Opening of Salary Bank accounts

· Collection of Attendance Data from the Punch Attendance (Biometrics) Machine Late Marks, Early going, SL, CL, PL, LWP, WO, Compensatory Offs, Monthly Reimbursements, etc.
· Preparing salary structures, salary break ups and salary disbursements

· Updating proper records of all the employees, personnel data files, taking care of loans, advances, deductions in salary etc. Maintaining the employee master file
· Providing Monthly Payroll Inputs to the accounts department along with Statutory Compliance.

· Responsible for Statutory compliances (PF, PT, ESIC, MLWF etc.)

· Liaise with PF office for monthly submission of documents, annual slips, withdrawals, transfers, inspections etc.

· Preparing Full & Final Settlement Sheets for the employees who have resigned by considering the notice period, lieu notice pay, TDS, Excess, Leaves Utilized, Travelling expenses and other deductions

· Issue of Relieving letter and F & F Settlement Cheque to the concern employee and   taking an acknowledgement from him/her on F & F dues certificate

· Maintaining the Leave Records, Statutory Records

· Attending and solving employee grievances/queries/complaints 
· Quarterly /Yearly KRAs, Performance Appraisals, Confirmation and Increment
Administration
· Purchasing and keeping complete track of printing & stationery
· Looking after Housekeeping, Security etc. Renewal and issuing of new Annual Maintenance Contracts
· Keeping track of renewals of Shops and Establishment Certificates, etc.
· General inward/ outward registers couriers, vendor management, bill payments etc.
Balu India Pvt. Ltd.
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March 2008 – August 2011
Balu India is a recognized 2 Star Export House involved in the manufacturing and exporting of crankshafts and other spare parts for trucks, tractors etc. It is a successfully registered ISO 9001:2000 company.

Recruitments
· Conducting cost-effective recruitments ensuring optimal use of job sites, databases etc. Sourcing of candidates through references, job portals, etc.
· Screening of resumes and short listing the candidates according to the job description
· Conducting various rounds of interviews
· Following up with the successful candidates once the offer is rolled out and co-ordinate with them till they join
· Responsible for complete joining and orientation formalities of new employees, issuing Offer Letter, Appointment Order etc.

Employee Engagement and Communication

· Addressing Employee grievances/concerns
· Evolved and implemented the Buddy System, Rewards & Recognitions, etc.
· Facilitated various Culture building activities like Monthly Birthday & Festival celebrations and Outings
Performance Management

· Facilitating the goal setting process and appraisal meetings of the job holder & the superior

· Assisting in working out cost of increments, incentives and promotion 

· Generating increment/promotion letters & monitoring its delivery
Other Activities

· Administration of Full & final settlements

· Handling the new joining and exit formalities for employees
· Taking care of employee related issues, working on feedback of employees regarding changes in organization like facilities needed
OTHER PROFESSIONAL EXPERIENCES

3 Global Services

Senior Executive             June 2006 - January 2008
· Interacting with customers and meeting their expectations

· Trained junior customer associates

· Conducted various training and development programs within the team
· Was a part of the Quality Team
· Handled the team in the absence of the team leader
· Sharing relevant information within the team and at the same time valuing their inputs and expertise
ACHIEVEMENTS

Media Worldwide Pvt. Ltd.

· Received an appreciation letter from the CEO
· Promoted within 6 months of joining
· Heading the HR team with 3 executives
· Responsible for the complete recruitment and payroll process for the group of companies

Balu India Pvt. Ltd.
· Represented the company in International Auto-Expo in Delhi
· Represented the company in Automechanika in Frankfurt, Germany
· As part of Team Balu India, participated in visits to Automobile Majors specially O.E.M.S such as Mahindra and Mahindra (Pune), IPL (Chennai) etc.

3 Global Services

· Constantly stood among the top 3 performers in the team

· Received an appreciation letter from the Team Operations Manager

SCHOLASTICS
· Post Graduated (Management) in 2011 through Mumbai University
· Completed T.Y.B.Com in 2006 from Sathaye College, Mumbai
· Completed H.S.C. (Commerce) in 2003 from L.J.N.J.(an affiliation of S.N.D.T. University), Mumbai

· Completed S.S.C.in 2001 from St. John’s High School, Mumbai.

IT SKILLS

· Well versed with MS Office Suite with hands-on knowledge of MS Excel and PowerPoint.
PERSONAL DETAILS

Date of Birth

: 31st August 1985
Marital Status

: Married
Nationality

: Indian


Languages Known

: English, Hindi, Marathi, Gujarati, Konkani
