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Profile Summary
An aspiring Human Resource professional with proficiency in the competencies required for managing human capital acquisition and development. Dynamic and result oriented individual with strong written and verbal communication skills.
Professional Experience
Keita Pharma Pvt Ltd, Mumbai, India
Senior HR executive
January 2014 – February 2015
· Responsible for defining and implementing best in quality HR procedures for the International Marketing wing of the company. 
· Enhanced the system for handling employee performance management procedures. 
· Improved the capacity management by setting up a tracking mechanism to identify open positions created out of new jobs, attrition and long vacation. 
· Supported formulating relevant policies to attract, develop, retain and grow diverse pool of talent. 
· Taken up the initiative to own the critical aspects of the induction programme. 
· Identified the employee training needs across the company, drafted the training calendar and supervised its execution 
· Streamlined maintenance of records pertaining to administration, payroll and recruitment. 
HR Executive
December 2010 – January 2013
· Responsible for resourcing, screening and short listing resumes through various channels. 
· Organized and conducted telephonic and personal interviews coordinating with departmental heads. 
· Supported the Unit Head in administering the induction program at the company level. 
· Recognized for effective maintenance of records pertaining to attendance, leave and PF. 
· Structured the organization of various HR forms to facilitate ease and efficiency. 
· Independently managed the severance procedures related to exit interviews and final settlement. 
JSMN International Inc., New Jersey, USA
HR Consultant
December 2008 - November 2010
· Responsible for identifying fresh graduates from the universities and arranging interviews. 
· Conducted telephonic and face to face screening interviews. 
· Organised pre - departure training programs for overseas candidates to assist them in completing international assignments. 
· Carried out on-board induction for new joinees supporting them with joining documents, bank account opening and validating documents. 
· Maintained records for payroll, leave and attendance on monthly basis. 
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Core Competencies
· Conversant with policies for personnel welfare and strategies for handling employee unrest. 
· Forecasting manpower requirements, planning for talent acquisition and implementation of recruitment life-cycle. 
· Developing competitive compensation plans aligned to the market trends and government regulations. 
· Executing the Performance Management Process across the levels linked to reward management and career growth. 
· Grievance and dispute management. 
Academic Qualification and Technical Competencies
· Master’s in Business Administration,  University of Newcastle, Australia - 2014 
· Masters (M.S) in Computer Science,  Governor’s State University, Illinois, USA - 2008 
· Bachelors in Electrical and Electronic Engineering, Jawaharlal Nehru Technological University, India – 2006 
	
	Business Analysis
	: SPSS and SAP

	
	Web Development
	: HTML, CSS, JavaScript, Dreamweaver and Adobe Photoshop


· Microsoft Technology: MS Office (Excel, MS Word, MS Access and PowerPoint) 
  Operating Systems
: Windows 7 & 8.1 and LINUX
Personal Details
Date of Birth
: 7th February, 1985
Nationality
:  Indian
Visa status
:  Visit visa 
Languages
:  English, Hindi, Urdu and Telugu
Other interests
:  Green movement activist; supporting child rights.
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