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PROFESSIONAL SUMMARY
· Presently associated with Accutest Research Laboratories as Executive – HR.
· 4 years of experience in handling various HR functions.

· Skillful in implementing HR policies and procedures. 

· An effective communicator with excellent relationship building & interpersonal skills; organizational abilities. 
EDUCATIONAL QUALIFICATION

ACADEMICS

· Graduate in Management Studies from Mumbai University – October, 2011.
PROFFESSIONAL

· MBA in Human Resource Managementfrom Instituteof Technology & Management Studies, Mumbai –2014
PROFESSIONAL EXPERIENCE
Feb’ 14– Till date with Accutest Research Laboratories, Mumbai, as Executive – Human Resources
Accutest is a leading independent and internationally accredited India-based, Contract Research Organisation ("CRO"), founded in 1998, with headquarters in Navi Mumbai. Today, we are amongst the largest CROs in India, with an estimated 20% market share in Bioavailability / Bioequivalence ("BA/BE") services.

Job Profile:

Recruitment & Selection
· Sourcing resumes through job portal, references, etc.

· Preliminary screening & short listing

· Taking initial HR round of interview.

· Pre-employment verification of the employees & follow up

· Preparing & maintaining files of candidates for future reference
· Preparing Offer Letter, Appointment Letter, Relieving Letter, Experience Letter.
Performance Management Systems
· Ensuring timely completion of appraisals
· Uploading of KRA’s to the system
· Updating & maintaining the online PMS
HRMS

· Handling SPINE HRMS Software
· Solving employees queries regarding SPINE Software
Oct’11 – Feb’ 14 at, Executive Ship Management Pte. Ltd., Mumbai, as Assistant – Human Resources

Executive Ship Management (ESM) is a name associated with quality and standards in the world of ship management. Headquartered at Singapore, with nine branch offices in India, Japan and the US, ESM manages a diverse fleet of various ship owners which includes world oil major British Petroleum.

Job Profile:

Recruitment & Selection
· Understanding and analyzing the requirement of the company & its various filed offices.

· Interacting with field offices about requirements.

· Interacting with various Fleet Personnel Superintendents for Sailing requirements

· Sourcing for various Superintendents, various faculties.

· Sourcing for seafarer’s i.e. Top 4 Management Level in Merchant Navy Ship.

· Closing the open vacancies within the set lead time.

· Sending Artwork to various print Medias for shore & sailing requirements.

· Liaising with headquarters for conducting Skype interviews.

· Liaising with candidates for Skype interview with Manager – HR.

· Liaising with superintendents for conducting BBI for seafarers.

· Using various recruitment techniques such as

Job Portals: Sourcing suitable candidates through the Job Portal i.e. Naukri.com

                        and Posting Advertisements in the Job Portals

 Databank: Sourcing suitable candidates via internal databank for shore jobs. 

As Generalist Profile:
· Taking daily attendance for payroll employees & temporary employees.

· Calculating leave record for every month of both permanent & temporary employees.

· Sending mail regarding Leave Record to all field offices.

· Collating all the leave records and send it to Asst. Manager – HR for scrutiny. 

· Collecting Reimbursement packets and sending it to Talent – Pro.

· Collecting various stationary requirements from the floor and putting requisition for the same.

· Preparing Month End Reports and sending it to Singapore.

· Preparing input file to be sent to Asst. Manager HR.

· Collecting employee details for preparing ID cards.

· Putting Birthday & Monthly Get Together notices in Intranet.

· Identifying employees for confirmation.

· Preparing confirmation, appointment, offers letters.

May’ 11 – Sept’ 11 at, Gratitude India Pvt. Ltd.,Mumbai, as Executive – Human Resources

Gratitude India Is An ISO 9001:2008 Certified Recruitment Consultancy In India with Experience Of 8 Years In Recruitments.
Job Profile:
· Understanding and analyzing the requirement of clients for different levels

· Scrutinizing & Short listing resumes based on specific criteria, skills, platforms, qualifications & relevant experience
· Handled end to end Recruitment for client companies
ACTIVITIES
· Part of Sports & Cultural Committee in ESM.

· Regular host for monthly get-togethers at ESM.

· Conducted OMT (Out Door Management Training) at Campus for Two Subsequent Years  (2008 – 2010)

· Conducted (Out Door Management Training) atNirmala College, Borivali (2010 – 2011)  

· Organized a Workshop “HR Impetus” during MBA program - 2014
· Hosted Quiz Competition – 2014
PERSONAL DETAILS
· Date of birth
: 21stNovember, 1990

· Gender

: Male
· Marital Status
: Single
· Religion

: Christian
· Languages known
: English, Hindi, Marathi, Malayalam
· Nationality
: Indian

COMPUTER KNOWLEDGE
Basic Computer Knowledge (MS Word, MS Excel, MS PowerPoint)


