
	To attain a challenging position in a dynamic and progressive growth oriented organization. Be a member of a cohesive team giving ample opportunity to share, 
contribute and upgrade knowledge on the development of self and of the organisation.


SYNOPSIS

· HR Professional with qualitative experience, well Organized, Enthusiastic, Diligent and Motivated.

· Excellent organizational Skills with ability to prioritize and manage multiple requirements simultaneously and work in fast – paced environment.
· Overseeing smooth implementation of HR policies for manpower planning, recruitment, selection, induction, joining & exit formality, statutory compliance, employee engagement, payroll management and performance management.

· An effective communicator with good interpersonal & presentation skills with ability to multi-task and work well under pressure situations.
PROFESSIONAL EXPERIANCE
Working with Union KBC Asset Management Company as a HR Officer                             ( November 24th , 2014 – Till date )

Worked with Mumbai Educational Trust as a Placement Executive / Assistance                     ( September 1st , 2009  –  November 23rd , 2014 ) 
Worked with Syntel as Associate  (April 23,2007 -  May 31,2009 )

Core Competencies:-

· Recruitment / External Hiring / Sourcing
· Legal and Statutory Compliance
· HRMS & MIS
· Performance Management System
· Employee Communications

· People Related Events

· HR- Services

Recruitment / External Hiring / Sourcing
· Sourcing and screening of profiles through referrals, job portals and recruitment agencies.

· Assist in evaluating recruitment methods and sources for effectiveness.

· Assist in developing and implementing selection procedures, including applicant tracking, interviewing, testing, reference and background checking.
· Participate in the selection process to ensure the right talent is selected in a timely manner.

· Develop and extend employment offers within benchmarks laid down by the organization and conduct negotiations as necessary.

· Assist in maintaining healthy relationships with educational institutes as potential sources of employees in the future.
· Experience of handling bulk requirements.

Legal and Statutory Compliance 
· Ensure there is legal compliance related to registers, returns, renewals, documents, etc. at each locations including PF, PT, ESIC, LWF, Minimum Wages, Payment of bonus, Contract Labour ( Regulation and Abolition),Payment of Wages, Shops & Establishing etc.
· Keep updated on legalities for workforce hired on contract. Work closely with the legal consultants.
· Ensure that transfer legalities ( Change if employment, transfer of PF account, etc.) are followed.

· Maintain physical storage of records like employee files, Compliance records etc. 
HRMS & MIS
· Administer the HRMS platform

· Interact with vendor to ensures the HRMS platforms is customized as per our needs

· Manage Payroll i.e. any salary related information for an employee e.g. updating of new joiners salary pay–out, joining / retention bonus information, exit related details, Variable pay pay – out details for exited employees, salary revisions / restructure, change in compensation details, etc.

· Create and manage periodic and ad-hoc MIS reports for various functions like Trainings, Appraisals, increments, etc.
            
Performance Management System
· Assist the Manger to administer Performance management System (PMS) and all associated programs and tools like JD’s, KRAs and KPIs Assist the manager to ensure timely and appropriate administration of PMS programs across the organisation and across all offices /geographies, These programs may be monthly, quarterly or annually.
· Ensure there is 100% coverage of the PMS program at all times. Make sure any new role is backed up with a well-defined JD and appropriate KRAs and KPIs.

· Assist the manager to Guide / Train the people managers in administering the PMS programs such that the program is administered in a timely manner.
 Employee Communications
· Act as a liaison for all company-to-employee and employee-to-company related communications.
· Implement employee relations programs that promote a positive organisational culture.
· Timely collection of feedback through employee exit interviews and ensure that all feedback is appropriately analysed and presented to the management regularly and periodically.
· Ensure timely escalation of all people related issues/ grievances ( early warnings ) to respective operations managers as well as other members of the management team to result in timely and appropriate resolution of all issues/ grievances .
· Assist in managing all culture building activities and monitor the work –culture diversity.
People Related Events
· Co-ordinate and Roll out of all Employees
· Engagement events and manage these events across all locations.

HR - Services
· Mange, retain, close and update all employee records.
· Execute all employee on boarding and exist formalities.

· Act as help desk for all managers and employees for all employee related transactions

· Act as a one stop for all remote locations.

· Maintain the attendance and leave  records for all employees in the company

· Maintain holiday lists and map it to respective employees in the company

· Maintain all records as per ISO standards and SEBI norms.
· Adhere to all ISO /SEBI policies & processes.

· Adhere to company & departmental policies & procedures like communication protocols, operational practices, attendance, procedures, etc.

· Ensure data confidentially, integrity & protection of company’s property

· Performs any other work assigned by the management from time as per organisational priority.
ACADEMIC  QUALIFICATION

· MHRDM (Masters in Human Resource Development Management) from Mumbai University, 2014.

· B.Com (Bachelor of Commerce) from Mumbai University, 2007.

· Obtained Maharashtra State Board Certificate in Class XII from Mumbai in 2004.


· Obtained Maharashtra State Board Certificate in Class X from Mumbai in 2002.

· Certification in MS –CIT
PERSONAL  DETAILS
· Date of Birth
      :      25th SEPT, 1986

· Marital Status              :      Single

· Languages                   :      English, Hindi, Marathi, Kannada & Tulu
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