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Objective: To deliver and add Value to the organization by leveraging the past experiences.     
Summary and Skills: Handled and have Strong knowledge in Employee Engagement activities, Recruitment, and Performance Management. 

Experience  Summary 
Working as Sr. Manager – HR with Cold Point Pvt Ltd., since January 2011.
      Job Description:

· Have strong exposure in Recruitment at all levels.  Understanding the positions and preparing detailed job descriptions across different verticals and levels in the organization. Creating database thru sourcing and referrals.  Interacting with consultants and ensuring that sourcing targets are complied with. Sourcing CVs through job portals and database and employee referrals. Had experience in bulk recruitment thru campus recruitment. Responsible for channel selection, Cost, TAT and strategy to recruit.

· Frame a Competency Mapping in coordination with various stake owners and align it with recruitment needs.

· Manpower planning in consultation with different functional and operational head as per the requirement.

· Preparation of MIS / Analytics (Weekly, Monthly) on all the HR related issues.

· Plan and organize orientation for New Recruits thru systematic and customized orientation program. Manage the Attrition and devise ways and means of retention of talent. Ensure strong employee retention at all levels.

· Payroll - Preparation of payroll inputs, ensure timely release of salary to the employees as per the payroll schedule.( HRMS Software - Synergies)

· Responsible for implementing reward and recognition.

· Organizing and coordinating the process of KRA’s and implementing it in the PMS.

· Performance counseling in consultation with functional heads.

· Ensure timely completion of Probation/Confirmed appraisal.

· Conduct performance classification to classify the different levels of employees
· Statutory compliances - Responsible for compliance and controlling of all statutory requirements. Conducted domestic enquiries. Attended Conciliation proceedings on behalf of the company. Liasoning with Govt. agencies like Inspector of Factories, Pollution Control Board, Fire Dept.,, Health and Sanitation dept, PF, ESI etc. 
· Vendor Management, Contract Labour Management.
· Ensure  Benefits Measures like Canteen, Uniform, rest rooms etc are provided as per the statute. 

· Experienced in HRMS Web based software package – Enterprise Version

· Prepares employee separation notices and related documentation and conducting Exit interview.

· Responsible for annual performance Appraisal and confirmation appraisals. Ensure regular feedback, completion of appraisals within stipulated time. Manage the transfers and promotion process for vertical.

· Query Management - Provide primary support for all HR related queries regarding policies, programs, processes etc. Direct all queries to the appropriate point of contact within HR operations for resolutions/clarifications. Resolve all queries within the stipulated SLAs agreed by HR operations. Adhere to the query management guidelines.

· Identify employees who are at risk and ensure recommendations are made to manage attrition.

· Facilitate and coordinate Quiz, Town Hall meetings to further reinforce relationship building.
· Prepare annual Training Calender as per the ISO norms.

· Introduce customized HR systems and procedures and proper implementation of HR policies.
Worked as Deputy Manager - HR with PressMach Infrastructure Pvt Ltd from Feb. 2006 – December 2010.

·    Responsible for end to end HR & Admin operations within the organization.

·    Plan, develop and implement strategy for HR management and development (including    recruitment and selection, policy/practices, discipline, grievance, counseling, pay and conditions, contracts, succession planning, moral and motivation, culture and attitude development, performance appraisal and quality management issues.
· Manage and develop direct reporting staff.

· Monitor the payroll process.

· Plan for employee’s performance appraisal; job evaluation and development

· Review staffing levels throughout the organization periodically and suggest changes for optimum performance.

· Manage, execute, direct and coordinate for all issues pertaining to the general administration of the Company.

· Managing facilities in the organization, including office infrastructure, maintenance of conference hall, vehicles, etc.

· Arrange for conferences & meetings & make all the requirements available on time

· Vendor Management.

· Monitor & Organize travel boarding & accommodation facilities for the employees.

· Event Management. 

· Statutory Compliances

· Takes responsibility for the offer process and closing the deal i.e. employment contract with each candidate to start as per the requirements of the business

· Performs thorough background and reference checks on all potential candidates prior to job offer; 
· Coordinates the employee referral program including but not limited to logging and tracking all employee referrals to ensure that internally generated candidates are contacted expeditiously, tracking new hires originating via employee referrals, and ensuring that employees are paid referral bonuses in a timely manner.

· Plans and coordinates campus recruitment and job fairs; coordinates all logistics and the resources needed to run these.

· Runs the Internal Selection Process and works with the business leaders to ensure the right internal talent is mobilised/ promoted to fulfil positions.

· Takes responsibility for the on-boarding and induction coordination of all new hires

Worked as Assistant Manager - HR with Net Vision Cybertech  Pvt Ltd(Call centre & BPO) from Sept. 2000 – January 2006.
Job Description:

· Coordinate with all departments in planning the manpower requirement of the organization; ensure the availability of the right candidate for the vacant positions at the right time.
· To supervise the recruitment process in order for it to result in bringing the most suitable person to the vacant position.

· Listen to employee concerns and help meet their needs.

· To ensure the department’s compliance with legal, company and group standards and guidelines

· Help employees to understand and seek clarifications on C & B policies and procedures. Assist employees in availing their benefits and entitlements.

· Track and provide current status updates on their queries.

· Eliminating multiple interfaces, thereby reducing response cycle time to queries, minimize talent distractions and enhance employee productivity.

· Escalate issues involving employee grievances to the necessary depts. / decision making people.

· Manage Employment Engagement Events – Employee counseling services, Anchoring informal room processes for organization, Manage employee communication, Manage Employee suggestion schemes, Reward schemes, Team Building activities, Leadership development activities, Activities to develop the culture of the organization, Communication forums like the in-house magazine, Celebrate individual, Team and organizational successes.
· To ensure the legal, full and timely follow up of employees administrative affairs, including salary and bonus , in order to facilitate the functioning of the company and response to employee’s needs.

· To ensure that all statutory requirements needed to be fulfilled in order to facilitate the smooth running of business in the organization are complied with

· To organize employees training plans in order for them to be able to support company objectives in a better way

· Liaise with other functional / departmental head so as to understand all necessary aspects and needs of HR development, and to ensure they are fully informed of HR objectives, purpose and achievements
·  To coordinate with Audit department and authenticate all documents related to legal, salary statements and distribution, policies etc.

· Plan and devise reward mechanism that correlates with the appraisal outcomes.

· Plan and direct for Training of employee including senior managers, maintain contact with outside resources for training.
Worked as HR - Executive with LEAAP INTERNATIONAL (P) LTD., September 1996 – August 2000.
Job Description:

· Recruitment till Middle Management.

· Salary Fixation, Issuing Appointment Orders.

· Handling confirmation, Promotions etc.

· Employee Transfer to other Branches

· Administering and implementing the performance appraisal system for the company.

· Co-ordinating and conducting Induction Training for the new Recruits.

· Salary Administration.

· Attendance and Leave Maintenance.

· Computation of Salary Increments.

· Liaisoning with PF, ESI Department.

· Co-ordinating with Labour Department.

· Time Office Administration.

· Welfare Activities.

· Grievance Handling.

· ESI, PF Administration and Statutory Compliances.

Qualifications:

Post Graduate in Labour Management (MLM)
-      Tamil Nadu Institute of Labour Studies
 (University of Madras), 1996.

Graduate in Labour Management (BLM)
-       Tamil Nadu Institute of Labour   Studies            (University of Madras), 1994.

Personal Details

Date of Birth


:
20th May, 1972

Marital Status


:
Married

