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PROFESSIONAL OVERVIEW
A dynamic Human Resource Professional with 6 years of experience in generalist role with the skills to drive business growth by implementing HR tools, people management practices and also managing all aspects of routine HR operations which includes Formation & Implementation of HR policies, manpower planning, recruitment, onboarding, induction, performance management system, payroll management, audits, employee engagement, Separation, Exit, record and data management.
Employment Chronicle
Excel Life Sciences Pvt. Ltd.
	Designation
	Duration

	AM – HR
	Apr’14 – till date


Job Responsibilities:-

Recruitment and Resourcing
· Planning human resource requirement in consultation with heads of different functional & operational areas

· Managing complete recruitment life-cycle for sourcing best talent from diverse sources. Hunting manpower through employee referrals, placement services, campus recruitments and mass media advertisement

· Significant exposure to complete employee lifecycle management (Induction, Joining, Process/ Confirmation, Transfers, Promotions/Appraisals, Internal Job Postings etc )
Performance Management

· Drafting KRA’s and executing half yearly/annual reviews, 

· Responsible for timely roll out of PMS process

· Conduct assessment center for identifying high potential professionals 

· Analyzing final rating and discussing the same with HOD for the scope of improvement, 

· Designing bell curve with different levels like function wise, department wise & designation wise

· Support performance improvement plans for low performing employees
Employee Engagement

· Driving new initiative for employee’s motivation and manage& resolving employee grievances

· Building & executing retention strategies for high performers tracking their individual  careers/preferences and design reward & recognition schemes 

· Establishing direct and continuous communication with employees

· Organizing employee engagement survey viz. Best places to work, analyzing and communication results, making action plans based on results
· Conduct Employment satisfaction Survey within the organization
Strategic Planning & Process Improvement

· Formulating HR Strategies with senior management and deployment of available resources to achieve organizational business objectives

· Efficient planning and training for the accomplishment of target

· Analyzing the HR processed and recommending process modifications to enhance operational efficiency. 

· Ensuring adherence of the statutory compliances required under applicable labor laws 
Training & Personnel Development

· To ensure availability of all SOPs, templates, critical document of appropriated levels of  employees at all times depending upon access control and authorization 

· Managing training programs (*after discussing with Reporting Manager) for all employees and conducting training on organizational aspects 
· Develop and implement performance improvement ideas in tandem with senior management personal
Payroll/ Compensation Management

· Administering the payroll database

· Monthly Attendance processing
· Leave Management
· Handling Statutory compliance – PF/ESIC for all employees

· Medical coverage for employees
ReligareEnterprises Ltd.







Feb’10 to till date
	Designation
	Duration

	Team Leader-HR
	May’13 – Apr’14

	Deputy Manager-HR
	Apr’12 - May’13

	Sr. Executive-HR
	Apr’11 - Mar’12

	Executive-HR
	Feb’10 -Apr’11


Job Responsibilities:-

Manpower Planning, Recruitment and Selection.
· Taking the requisition of various manpower requirement from different functional &operational  heads.

· Projection of manpower numbers &cost.

· Preparing Jobdescription and Job Specification in consultation with concerned HOD.

· Responsible for End to End Recruitment cycle - Sourcing, Screening, Interacting with the candidates and scrutinizing them based on various parameters in order to find out candidate job fit. 

· Taking Final HR interview and arranging technical interviews with respective managers, Prepare relevant ,offer documents, follow-up with the candidate till they are on Onboard. 

· Working with placement agencies to close positions on priority and maintaining relationship with them and conducting Campus Drives.

· Handling background verification process including co-ordination with verification agency.

· Responsible for smooth on-boarding experience, HR Orientation and Joining Formalities, apprising employees  with HR policy’s & procedures.

Talent andPerformance Management
· Ensure that employees go through relevant trainings in a structured way.

· Grooming IJP aspirants to face GD/interviews.

· Ensuring Bottom Quartile Management is being followed rigorously on a monthly basis.

· Managing the entire PMS process from goal setting to completion of the exercise.
· Follow-up for timely completion.

· Provide inputs to the concerned manager on critical cases to be taken up in the cycle for corrections.

· Extension of the probation period based on the performance if required.

· Facilitating the appraisal management process. Salary Benchmarking and Competency Mapping. 

· Identify the gaps in the required and current Competency level.
· Closing the file by extending the appraisal letters.

Employee Relations & Engagement.
· Monthly Rewards & Recognition Program.
· Disciplinary action – Issuing warning/termination letters i.e Corrective Action Plan/Performance Improvement Plan (CAP/PIP) and following up on the same to monitor progress.

· To ensure Weekly Friday Fun, Teaser Mails, Recapitulation mails are being circulated regularly.

· Managing and capturing the Suggestions of Employees & publishing the same to the BU & HR Head for improvements

· Enhance employee relations through Motivational activities e.g. celebrating festivals, driving initiatives,celebrating successes & many more.
· One on One meetings, focus group meetings with the team members of all the departments and Handling day to day grievances.

· Conducting monthly policy awarseness sessions.

· Conducting Skip & Pulses with the Employees and share the feedback with the management for improvement plan.
Payroll/ Compensation Management
· Sending Payroll Input to finance for payroll processing.
· Attendance andHead Count Report.

· Exit reports for Full and Final Settlements.
· Monthly and quarterly incentives, bonus.

· Handling the payroll related queries of employees.
· Managing salary data of employees.
· Prepare offer Letter, Promotion letter, and Appraisal letter
Administration of HRIS 
· Administering the entire HRIS, User Champion for all the activities on HRIS 
· Timely handling of various HR activities like Recruiting, Hiring, Reimbursement, Exit, etc. on HRIS.
· As and when troubleshooting of the above processes.
Other HR Operations
· Administrating entire HRIS (Adrenaline by Polaris) for the organization.

· Publishing Monthly HR dashboard to BUs which includes all the updates.

· Releaseand Coordination for the IJPs within the organization.

· Handling a team of 3 Executives.

· Taking care of Employee movement which includes Transfer – in/out of the Employee from one domain to other within the company.

· Taking care of exit formalities, exit Interviews of both voluntary and involuntary exit

·  Conduct attrition analysis reports based on the exit surveys and interviews to understand the reasons for exitsso that retention strategies could be developed to circumvent the same.
ReligareTechnova Business Intellect Ltd




Sept’08 to Feb’10
Designation: Front Office Executive

Job Responsibities
· Handling EBAX Machine and office Management.

· Coordination with visitors.

· Recruitment process through various sources, conducting technical test, short-listing, coordination and scheduling for interviews, reference checks if required, following up till they join the company.

· Coordinate the implementation of people programs and initiatives where unit HR support is required.

· Acting as a coordination point b/w various department.

· Coordinating employee engagement activities like contests, birthday celebrations, small group meetings etc.

Coxs and Kings








Jun-08 till 20-Sep-08
Designation: Travel Advisor
Job Responsibities
· Making Itinerary/Packages

· Worked on Galileo for issuing Air Tickets

· Customer Service
Computer Skills:Proficient in MS office and Internet Application.
Achievements
· Achieved 100% compliance in terms of PF, ESIC and Med claim while moving 300+employees from one company to another in Religare.
· Received appreciation from BU head and Functional HR for completing successful transition of 500 + employees to a new company with error free payroll.

· Full and Final Settlement of 300 + employees was done in 15 days with 100% accuracy.

· Designed the new Salary calculator considering the minimum wages and compliance for Employees.

· Received Promotion in every Appraisal cycle.

· Successfully implemented EWS (Early Warning System) to control Attrition in the organization.
Academic Qualifications
· Post-Graduation Diploma in Business Administration from IMT Ghaziabad.
· Completed Graduation as Bachelor of Arts from IGNOU.

· Passed Higher Secondary Exam from C.B.S.E.Board in 2006 with an aggregate of 69%.

· Passed Matriculation Exam from C.B.S.E Boardin 2004 with an aggregate of 75%.
Additional Qualification

· Trained on ICH – GCP training for 9 hours.

· Diploma in Aviation, Hospitality and Travel Management from Frank inn Institute of Air Hostess Training with A+ grading.

· Swimming Training Program.
Personal Details
Date of Birth:14-Sept-88

Language Known: English, Hindi
Gender: Female

Marital Status: Single
Passport Status: Yes
Nationality: Indian
