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FUNCTIONAL SKILLS


Human Resource Management
· Implementing the HR policies, systems, and procedures for the HR operations and development.

· Evaluating and facilitating continuous improvement of the individuals against clearly defined preset goals and targets.

· Arranging Induction / Orientation Programme of the employees.
· Organizing Employee Welfare Development, Recreational and Social Activities.
· Monitoring of the compensation trends and overseeing Wage & Salary administration function.
CAREER SKETCH


GreenPark Hotels & Resorts Ltd
 
Executive – HR  

                   June 2014 – till date
Hyderabad, India



(Corporate Office)
Coordinating with all the units for smooth functioning of Human Resources Department
· Implemented RAMCO HCM software in all units which includes the following:
· Performance Management System
· Leave Management
· Time Management

· Recruitment Module

· Payroll

· Loan Modul
Buzz works Service Ltd
 
                   Assistant - Hr 
 

     April’12 – April 2014
Hyderbad

ACCOUNTABILITIES
Manpower Planning & Recruitment:

· Manpower Planning & Budget Preparation, Forecasting
· Manning comparison with Actual and Budget
· Payroll Cost Budget Vs Actual
· Offers, Joining Formalities, Pre employment medical checkups and Letter of Appointments
Human Resource Information System:

· Associate update in the HRIS (Prompt HR)
· Personal Files Updation & Maintenance

· One point contact to all employees

Attendance & Payroll:

· Bio metric Attendance information interface to Software (HRIS)

· Leave Application status in the software

· Payroll administration, coordinating with the Finance Team
· Monthly Payroll reconciliation 
· Statutory deductions PF, ESI, PT & TDS coordinating with the statutory consultant and Finance team

· LTA, Leave Encashment, PMP Bonus and Gratuity provisions

HR Policies & Systems:

· Policies and procedures

· Job Experience, organization chart and SOP’s

· Probation and confirmation appraisals, Promotions
· Associate Recognition Programme ( Nomination – Bi-Monthly)

HR Reports:

· Monthly HR Report 
· Vacant position report 
· Attrition Report and Productivity Report

· Finalization input on the audit reports
· Payroll reconciliation 
Employee Welfare & Relations:

· Medical  Insurance (Medi claim & Personal Accident Insurance) coordinating with all the departments

· Bank Account opening and organizing for help desk

· Responsible for lockers, Saath Saath (Team Dining), Associate bunker room.
· Employee Counseling 

· Exit Formalities (includes conducting Exit Interviews)
· HR Activities (Monthly Associate Meet Celebrations, Annual day Celebrations)

· CSR Activities
Cross Exposure Training
Had undergone Cross Exposure Training in Human Resources Department in the following areas

· Recruitment Process, Sending Offer, Pre-employment Process

· Joining Formalities

· Attendance & Leave Management System

· Payroll Process

· Statutory Compliances

· MIS reports

· Medical Benefits to the employees
                                                            
ACCOUNTABILITIES
· Responsible for daily administration, meetings and dealing with guest queries and complaint

· Maintaining high standards in customer service at the reception desk to excel customer satisfaction

· Maintain seamless co-ordination with concerned department for the smooth functioning.

· Maintain and update the telephonic directories via computerized data base of the guest, when notified of changes in order to access correct information. 

EDUCATIONAL QULIFICATIONS 

Industrial relation and personal management (Pursing)

Sri venklateswra university ,Tirupati, A.P. India

MBA (HR/Marketing)

RAMARAJA Institute of Technology & Sciences,  Tirupati. A.P. India
B.B.M

(IR/Working capital) VIKAS DEGREE College, Kadapa, A.P. India
Intermediate (Bi.P.C)

Board of Intermediate, A.P.India 
S.S.C

Board of Secondary School Education, A.P, India


IT PROFICIENCY

· Excellent operational and working knowledge in MS-Office  (Word, Excel and PowerPoint)
PERSONAL DOSSIER

Date of Birth: 06th August, 1990

Linguistic Abilities: English, and Telugu

Assignments in Human Resource Management with an organization of high repute








