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Experienced,  Dynamic and Energetic HR Professional.
Human Resources 
· An MBA graduate 2008-2011
· Extensive background HUMAN RESOURCE MANAGER
HR Skills
	· HR Policies & Procedures
· Employee Engagement
· Training & Development
	· Staff Recruitment & Retention
· Performance Management

· Employee Relations
	· Payroll Management
· Compensation and Benefits



Professional Experience

             1.    Swani Spice Mills Private Limited. Navi Mumbai - India
                    As a Human Resources and Admin Manager from August 2012 to present.

            2.   Swan Finance Ltd. Indore M.p.  - India

                  As a Human resource officer  August 2008 to July 2012.

            3.   sADGURU MOTORS  PVT. LTD. DEWAS. m.p- India

                  as a HuMAN RESOURCE EXECUTIVE (pART-TIME) FROM fEBUARY 2006 TO MAY 2008
Job Description

Recruitment:

· Managing complete recruitment cycle from sourcing to joining formalities.

· Reaching the defined targets for hiring time, costs, quality.

· Managing and co-ordination sourcing activities – Employee Referrals, Advertisements, Job Portals, etc.

· Conducting Functional / Departmental interview with Functional / Departmental Heads.

· Carryout employee background and pre-employment reference check of short listed candidates.

· Responsible to source & hire the best talent from market. 

· Negotiation with the candidates related to salary & Joining dates.

· Coordinating with executives for work progress and work allocation.

· Final placement of candidates including all formalities like issuing Offer Letters. 

· Constant follow up with the candidate till their smooth joining.

· Preparing reports like recruitment report, joining report, open position tracker etc.

Performance Management System (PMS):

· Liaison with functional Heads to finalize the KRAs of employees.

· Review the KRA on a periodical basis.

· Taking feedback from the supervisors; evaluating the Employee's Performance
Complying with Performance management and Confirmation processes.

· Coordinate and conduct Business Review Meeting twice in a year.

Joining Formalities:

· Designed and Implement the entire Induction process.

· Conducting new employee Joining Formalities, checking the documents as per check list.

· Maintaining and updating standardized personnel filing system. 

· Give induction & orientation and introduction with existing employees to newly recruited candidates for making them familiar with company culture, activities & values.

· Preparing and issuing of Appointment Letter.

Exit Formalities:
· Designed the entire Exit Interview Process.

· Implementing and executing the Exit Formalities and clearance from other departments.

· Coordinated and conduct exit interview, analyze feedback, providing exit feedback to the management and initiate corrective action.

Attendance and Payroll Administration:

· Monitor daily attendance through Biometric Attendance System.

· Preparing monthly payroll and sending the details to outsource agency. 

· Attending employee queries related with their Salary. 

Employee Relations:

· Involved in grievance handling and counseling of the employees to maintain a healthy work environment and facilitating Employee Satisfaction. 

· Conduct Employee Engagement Programs & Initiatives such as Picnic, Games, Holi, Diwali, and Valentine Day celebration, etc.

· Regular interaction with Managers, Team Members to discuss their problems.

HR General: 

· Create, maintain and update employee databases & personal files of the employees.

· Designed and implemented the entire HR Policies, Leave policy and HR manual with the help of the Head – HR.

· Prepared all necessary HR document formats like Application form, Appraisal form, Leave Form, and OD Form, etc.

· Issuing of letters such as Offer Letter, Appointment letter, Increment letter, Promotion letter, Relieving letter, Experience letter and Disciplinary letter, etc. 

Administration:

· Co-ordination with employees in projects, sites and branch offices.
· Maintain and keep records of company assets like xerox, computers and fax machines etc.

· Taking Care of Employees ID card, visiting card.

· Inviting Quotations, Making Comparison statement and Purchase orders.

· General office administration that comprise of stationery management, office cleanliness, Security, housekeeping and facility management.

· Taking care of paper work related to the packing Invoice,Purchase order and other transportation paper related to stuff and load export container’s.
           Summary
Develops policy and directs and coordinates human resources activities, such as employment, compensation, labour relations, benefits, training, and employee services by performing the following duties.

· Consults legal counsel to ensure that policies comply with Central  and state law.

· Develops and maintains a human resources system for production and other department that meets top management needs.

· Oversees the analysis, maintenance, and communication of records required by law or local governing bodies, or other departments in the organization.

· Identifies legal requirements and government reporting regulations affecting human resources functions and ensures policies, procedures, and reporting are in compliance. Studies legislation, arbitration decisions, and collective bargaining contracts to assess industry trends.

· Daily check the Hygiene of over all factory and make sure its been done.

· Recruits, interviews, Exit interviews, and selects employees to fill vacant positions.

· Plans and conducts new employee orientation to foster positive attitudetoward Company goals.

· Keeps records of benefits plans participation such as insurance and pensionplan, personnel transactions such as hires, promotions, transfers, performancereviews, and terminations, and employee statistics for government reporting.

· Coordinates management training in interviewing, hiring, terminations,promotions, performance review, safety, and sexual harassment.

· Calculating the monthly attendance and prepare salary and forward it to accounts Dept.

· To distribute salary slip to each staff and worker’s.
· To open a Salary bank account.

· To check the bill’s of service provider’s and forward it to General Manager with remark.
· Ensure Hotel booking of guest according to their need and with in companies budget. 

· GMP,GHP, HALAL Coordinater for food safety.

· Conducting training for food handler’s (Personal,Allergen, visitor,glass/wood,quality & food safety).

Skills

Supervisory skills

Team building skills
Problem solving skills

Negotiations skills

Effective verbal and listening communication skills.
Personal Attributes

I will maintain confidentiality, use sound judgement and perform independently

while performing the duties at your esteemed organisation. I also perform the following personal attributes:

Maintain standards of conduct.
I will be always respectful.
Possess Organisational and cultural awareness and sensitivity.
I will be flexible.
Perform  sound work ethics.
Consistent and fair.
Education & Certifications
Prestige Institute Of Management Dewas.M.P- India
Master of Business Administration ( MBA )  in Human Resources Management.
Prestige Institute of Managemant Dewas.M.P- India.
Bachlor of Business Administration in Management. ( BBA )
Personal Profile

1. Date of Birth:           15/12/1986
2. Marital Status          Single
3. Mother Tongue-       Hindi

4. Language Known     English, Hindi, Urdu, Arabic (Read)
Declaration

I hereby declare that all information given above is true, correct and complete to the best of my knowledge and belief.

