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SUMMARY OF PROFESSIONAL QUALIFICATIONS
· HR generalist with 5.8 years of work experience in Human Resources & Administration Management.
· Extensive background in HR operations, including experience in employee recruitment, on-boarding, induction & retention, performance management, conflict resolution, compensation & benefits, training & development, HR records management, HR policies development & employee separation.
· Strong verbal & written communication skills.
· Effective management of employee relations.
· Demonstrated success in developing & managing a strong HR department from nascent stage as well as effectively managing the HR operations in a well-established system.
PROFESSIONAL EXPERIENCE

	Sr. HR Executive
	Sigma-Byte Computers Pvt. Ltd., Mumbai
	Jan’09   -   Feb’12

	Assistant Manager-HR
	Narangs Hospitality Services Pvt. Ltd., Mumbai
	Mar’07  -   Dec’07

	HR  Officer
	Hindustan Unilever Limited –Network Division, Mumbai
	Mar’05  -   Mar’07

	Summer Trainee-HR
	Gujarat Ambuja Cements Ltd., Mumbai
	Jun’04    -   Jul’04


Sigma-Byte Computers Pvt. Ltd., Mumbai                                                                           [Jan’09 - Feb’12]
Sr. HR Executive, reporting to the Managing Director & in this capacity, headed the HR Department & managed a four member HR team.
Key Responsibilities:

· Managing the overall HR operations for the organization, covering all HR processes under the Employee Life Cycle.

· Assisting the Managing Director with Manpower planning
· Point of contact for ISO audits of the HR department

· Reviewing & recommending improvements in HR policies 
· Managing the organization’s Training & Development process

· Employee Relations management & Counseling 

· Grievance handling  

· Employee Retention
· Managing Employee R&R  & Engagement Activities
· Managing HRMS 

Significant Highlights:

· Improved the HR processes, policies, HR formats & the HRMS, with better monitoring checkpoints & a more systematic approach.

· Helped decrease the attrition rate significantly.

· Aligned the payroll & HRMS software for salary, other benefits calculation & overall employee record maintenance, which was till then being carried out manually.
· Achieved & helped maintain zero NC & RC (i.e. Non-conformity & Requires correction) consistently during both internal & external ISO audits of the department.
· Helped built a more vibrant & positive culture through more one to one, group meetings & employee engagement activities throughout the organization.
Narangs Hospitality Services Pvt. Ltd., Mumbai                                                             [Mar’07 - Dec’07]
Assistant HR Manager, reporting to the Managing Director & CEO, worked in the capacity of HR Head & Administration support, with a two member team.
Significant Highlights:
· Worked on improving the performance management process towards building a more robust system keeping in mind the importance of simplicity & clarity. Was instrumental in defining the KRAs of employees across all departments in the organization.
· Helped introduce a group accidental floater policy cover & mediclaim policy for all employees.
· Worked closely with a highly reputed HR consultancy to better the overall HR processes, with a focus on the growth plans of the organization.
Hindustan Unilever Limited-Network, Mumbai                                                             [Mar’05 - Mar’07]
Human Resources Officer, reporting to the National HR & Training Manager.

In this role, was responsible for execution of all operational HR processes & was also a key support to the administration department.

              Significant highlights:
· Assisted the National HR & Training manager to build & streamline all the HR processes for the business division.
· Worked with external consultancies for carrying out various surveys in areas like employee satisfaction & compensation benchmarking.
· Was rated as one of the top 5 performing employees across the business division & rewarded with a 3 day holiday trip to Dubai.
Gujarat Ambuja Cements Ltd, Mumbai                                            [Summer Training: Jun’04 - Jul’04]

Project: ‘Training Needs Analysis’ for the employees of GACL, Mumbai, using Competency Mapping.
Education 

· MBA from Indian Institute of Planning & Management-Mumbai, 2005
· BBM from Mangalore University, 2003
Personal Details
· Date of Birth: 23rd September 1982

· Location: Dubai
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