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JOB OBJECTIVE 
In quest of challenging assignments to offer expertise in the domain of Human Resource Management with people-oriented organization, where there is a need to assure broad cooperative effort through the use of sound planning, strong communication, skills of persuasion to achieve goals

PROFILE SUMMARY
· A result oriented professional with 6 years of experience in HR Generalist, Performance Management, Training & Development and Employee Relationship Management

· Previously associated with Epitome Components Ltd., Ahmednagar  as HR Executive
· Skilled in  documenting and following-up for PF Chalans/ Licenses/ Wages cum Muster Roll
· Deft in reviewing performance during the probation period along with the respective Functional Head
· Expertise in maintaining harmonious relations among management and employees through efficient administration and resolution of employees' grievances

· Hands-on-experience in instituting change-management practices including organizational restructuring initiatives and facilitating their acceptance by the employees across hierarchical levels 
· Proven track records in implementing employee friendly HR Policies including Induction, People Engagement Practices, Attrition Management, Employee MIS Generation and employee Grievance handling to ensure smooth functioning of the organization

· An effective communicator with good interpersonal and people management skills.
CORE COMPETENCIES 
Recruitment

                 Training & Development
Employee Relationship Management


HR Operation                                      Administration


Performance Management
· Accountable for Employees Joining Formalities (Joining Form, Issuing ID Card, Offer Letter, Planning Induction Programme, Opening Salary Account in Bank of New Joiner)

· Supervising the canteen & housekeeping on daily basis for cleaning the premises
· Issuing Acceptance Letter on receipt of the Resignation Letter as per recommendations of the FHs

· Handling Employee Insurance Management (Mediclaim, Personal Accident, etc.) and their grievances

· Managing, organizing & conducting new hire orientation & training

· Mentoring team managers / leads, delegating work to them, motivating them to maintain & improve the productivity of the whole team and overseeing the performance of the team members as per the requirements of the organization

ORGANIZATIONAL EXPERIENCE
Mar’14 to Till Date          


Pvt Ltd, Pune                                      HR Executive
Aug’10 to Feb’14
Epitome Components Ltd., Ahmednagar                       HR Executive
Mar’10 to Aug’10
Flagshiphr Solution, Shivaji Nagar, Pune
        Assistant Staffing Manager
   

· Conducted HR Induction Programs for new employees; organized training programmes; imparted training to all employees 

· Interacted with staff of the Company & Head Office; sent data on Annual Basis to the Head Office

· Accumulated orientation feedback forms, quarterly & annual KRAs & evaluated the performance of employees

· Documented Annual Appraisal Form and conducted Exit Interviews and Processing Clearance Form     

· Identified the need of training and searched various training institute/ vendors

· Prepared:

· Schedule and fixing venue of the training programme

· Minutes-of-Meeting And Action Plan for speak out session

· Took feedback about the programme from all trainees

· Procured the right applicant through various channels such as Employee & Applicant Referrals, Job Portals (Naukri, Monster,  etc.) and On-Line Job Advertising

· Recruited employees for a variety of skill sets and career levels
· Reviewed performance & confirmation reports and transferred full & final settlements to the seniors
· Checked and upgraded the Daily Attendance Sheet for all staff and   Contract labour employees
· Handled the payroll on FoxPro & IDS; performed OT calculation of all employees
· Assisted HR Head in   Statutory  Compliance  
· Designed & implemented various cultural activities for motivating the employees 

· Issued the Offer, Appointment, Increment, Warning And Confirmation Letter of the employees who are on probation period           

· Released the review before completion of the probation period      

· Maintained the leave registrar, employee personal file and PF register for staff & contract labour   
· Carried out the calculation of  leave, bonus & gratuity of the employees

·  Verify bill of contractor, canteen and vehicle bill summary

· Supervised the:

· Processes and reports

· Hiring of new employees and their training, induction, etc.

· Evaluation of work & performance of the team and recommended ways to maintain & improve their ability & productivity

· Administered:

· Performance Appraisal, Wage & Salary, Payroll Administration, Benefit Packages, etc.

· All the manpower requirements their selection in the company

· Resource planning with regards to the number, skills, experience, core competency and position under the guidance of Top Management
Highlights:

· Won appreciation by VP HR for conducting off campus interview within a short time span after joining of also got gift voucher of Rs 5000/-  
SEMINAR

· Attended National Level Seminar on ‘Impact of Globalization on Management of Retail Trade Practices in India’ organized by Saikrupa Institute of Management Science (MBA), Ghargaon in March 2011.
· Actively participated in National level conference on ‘Marketing to the Bottom of Pyramid’ organized by The Institute of Business Management & Rural Development, Ahmednagar in March 2010 
EDUCATION

· MBA (HR) from Raisoni Group of Management & Engineering, Ahmednagar in 2012

· BA (Geography) from New Arts Commerce and Science College, Ahmednagar, Pune University in 2009 

· 12th from New Arts Commerce and Science College, Ahmednagar, Pune Board in 2006
· 10th from Shri Nrusinha Vidyalaya, Ahmednagar, Pune Board  in 2004 
IT SKILLS

Software: 


FoxPro & IDS
Applications: 


MS-Office and Internet Applications 
PERSONAL DETAILS
Date of Birth: 


4th December 1988


 

Location Preference: 

All over india/UAE/UK/US
