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Objective
      Seeking entry level assignments in Human Resource Management with an organization of high repute, where I can fully deploy my experience and expertise in order to achieve company's objectives.
Key Skills
· Manpower Planning & Recruitment 

· Statutory Compliance process, Audit management & returns filing
· Employee Relations & Engagement 

· Exit & Full and Final settlement
Professional Experience
Total Years: 2Year 4 Months

Organization: Ascent Consulting Pvt Ltd, Bangalore
Duration: June’14 to Nov’14

Designation: Executive-HR(Compliance)

Responsibilities: Handling Front end compliance activities(Answering queries of Employer on PF,ESI,PT & LWF)

Handling end to end COC(Certificate of coverage)activity for IW employees    
Organization: EFS Facilities (India) Private Limited, Bangalore
Duration: March’13 to May’14
Designation: Executive-HR

Responsibilities: Recruitment:-

· Responsible for Sourcing, screening, evaluate and selection of the candidates through a structured recruitment process designed to obtain the best candidates.

· Interviewing the candidates for basic skills like communication, personality and assessing the candidates by grading them. Scheduling interview with operation team & prepare the feedback analysis report at branch level until the candidate is selected.
· Responsible for articulating and negotiating job offers with candidates clearly communicating all aspects of the offer salary, benefits, bonuses, relocation etc.

· Conduct on boarding process, complete joining formalities for new joiners & maintain personal records.

· Generating Employee ID, Preparing and issuing Offer & appointment letter to new joiners on time

· Conducting induction program for new joiners, explain about payroll and Income Tax process & other Benefits.

· Processing medical insurance & ESI for applicable new joiners on time.
Exit formalities & Full and Final settlement process:-

· Conducting exit interview for resigned employees & prepare attrition analysis report on monthly basis

· Release the settlement payment & issue service and reliving certificate on time

· Maintain exit records properly & prepare monthly exit report

· Maintaining Monthly Gratuity accruals & processing Gratuity payment to eligible employees’ during the resignation.
Statutory & Compliances:- 

· Preparing monthly PF, ESI, PT & LWF contribution statement (as applicable) and complete remittance & returns through online (as applicable) on time & maintaining records

· Preparing statutory registers under Shops & Establishment Act and Contract Labor Act, representing monthly audits at Regional Office & various projects and ensure to complete the audit without NC (Non Compliance)

· Complete Half Yearly & Annual returns under varies labor laws on time, ensure to fulfill the statutory requirements. 

· Processing PF withdrawal &  Transfer request, follow up with PF officials and ensure to complete process on time
Performance appraisal:-

· Handling end to end Appraisal Process

· Interact with Project Managers & Close appraisals on time

· Tracking employees’ Probation period & process the Confirmations and Promotions

· Training recommendations & Performance Feedback

· Conduct annual appraisal, coordinate with operation team & complete the appraisal process on time

Organization: Hofincons InfoTech Industrial Services Pvt Ltd, From Sub contract ofAccura Solutions
Duration: Jul’12 to Feb’13

Designation: Statutory Consultant

Responsibilities: Statutory & Compliances:-
· Preparing monthly PF, ESI, PT & LWF contribution statement (as applicable) and complete remittance &IT returns through online (as applicable) on time & maintaining records

· Preparing statutory registers under Shops & Establishment Act and Contract Labor Act, representing monthly audits at Regional Office & various projects and ensure to complete the audit without NC (Non Compliance)

· Complete Half Yearly & Annual returns under varies labor laws on time, ensure to fulfill the statutory requirements
Education Qualification:
	Eligibility
	Institution
	Board/University
	Year
	Class Obtained

	MBA-HR

	KSOU
	Karnataka state open University-Mysore
	2012-14
	First

	B.Sc. (Physics, Chemistry, mathematics)
	Cauvery Degree College, Gonikoppal
	Mangalore  University
	2009-2012
	First

	PUC
	St. Philomena’s  College, Puttur
	Pre-University Board
	2008-2009
	Second

	SSLC
	St. Anne’s High School, Virajpet
	KSSEB
	2005-2007
	First


Personal Skills:
· Positive attitude And confident mind

· Good team work capacity and can handle any  kind of work pressure

· Good communicative skills.

· Flexible and adaptable and Quick Learner
· Committed to the task undertaken
Personal Details:
Date of Birth     

: 26thMarch 1991

Marital Status    

: Married
Sex            

: Female                                                                                                                  
Hobbies


:ReadingNovels, Listing to Music 
Languages Known  
: English, Hindi, Kannada, Konkani, and Tamil
Religion  

: Christian
Nationality
   :  Indian

Declaration:   I hereby declare that the information furnished above is true to best of my knowledge and belief.

