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To establish myself amongst the best management professionals in the business and to grow along by exploring my skill and talent in the arena of Human Resource and Office Management
Synopsis
Overall Experience:
       Worked with George P Johnson Experience Marketing Pvt Ltd as HR and admin          Executive from August 2014 to September 2015 – 1.2 years
Areas of Expertise: Recruitment, Induction, Joining & Exit Formalities, Payroll processing, Employee Management, Employee Relationship Development, Admin and Operations, Attendance and Leave Management. 
    Key Skills:

          Interpersonal skills, Negotiation skills, Employee Grievances handling
Active, self-motivated, determined and flexible
Good team leader, punctual, hardworking and adaptive to situation
Work well under pressure, excellent time management and communication skills
Core Competencies

	HR Operations &  Payroll Processing
	Employee Management
	Admin & Operations

	· Issuing offer letter 

· On-boarding and Induction
· Salary statement and monthly reports

· Resignations & Settlements

	· Employee Relationship Development

· Resource Employee Engagements
· MIS & Individual Records


	· Attendance & Leave Records

· Conducting the open Forum for employees
· Coordinating with Medical agencies


· Extensive background in HR activities, including experience in employee management, staff development, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.

· Demonstrated success in negotiating win-win compromises, developing team building programs, and updating process manuals, corporate policies and management reports.
· An effective communicator with exceptional relationship management skills and the ability to connect with people at any level of management.
Professional Summary:
On Boarding:
· Issuing appointment and offer letter
· Induction and Coordinating with Functional Heads & conducting Departmental Induction
· Taking care of all Joining formalities {Joining forms, P.F, & Bank A/C openings}
· Checking the new joiner’s educational and past experience certificates
· Preparing New Joiner data for Employee Code generation and HRMIS
Human Resource Management Information System Reports

· Maintaining Necessary employee records and personal records
· Maintaining Interview data bases and employees master data base
· Maintaining Data base of all candidates from different sources
· Maintaining Hiring reports, Attrition reports and performance management reports
Administration & Operations

· Maintaining attendance and leave Records
· Issuing various letters like Confirmation, Appraisals & Relieving letters etc
· Implementing & maintaining Personnel & Handbook of policies and procedures

· Keeping Informed management and employees about changes in HR policies/practices/procedures
· Monitoring & Managing House Keeping, Securities, stationery, Guest House & other vendors

· Conducting the Open Forum for employee’s queries & Counseling

· Payroll Administration and Managing Payroll –Statutory compliances (PF, ESI, P.Tax, TDS etc.)

· Coordinating with Medical Vendor & processing med claim for On-Roll Employees

· Handing Group Health, Group Personal Accidental & Group Life Insurance claim of employees

· Handling Relieving formalities like Full & Final Settlement, Exit Interviews, Reliving/Experience letter etc.
Recruitment Drives
Handled the entire Recruitment Lifecycle like:
· Analyzing the requirement in various eligibility criteria as applies to the particular role.
· Technical Discussions with Technical person / HR regarding requirements.
· Sourcing the right candidates profile through web portals/ Referrals/ Database.
· Short listing resumes by evaluating the candidate skills, experience and work profile and scheduling the Interviews by conducting multiple stages, conducting HR discussions and salary negotiations with selected candidates.
Employee Relations & Employee Welfare

· Counseling and supporting employees to have a good employee relation.
· Continuous interaction with employees to understand and resolve their grievances and keep them motivated.

· Rewards & Recognition- Organizing official functions, Best Employee Awards, Year completion awards, Birthday & Anniversary Celebrations, recreational activities like picnic, sports & social activities etc.
· Handling Employee grievances & Queries.


 Key Attainments:
· Provide support in the implementation of HR Policies and Procedures.
Academia
· Masters in Computer Science (MCA) - PESIT, India - 2014
· Bachelor in Computer Science (BCA) – SRN Adarsh College, India – 2011
Achievements

· Selected as  State  Level  Kabaddi  Player  and  secured  First  prize in District  Level  Kabaddi tournament
· Certified as an excellent English quiz literal
· Event Organizer in school and college day functions and other technical events

Hobbies
Watching movies, listening to music, reading novels, drawing pencil sketch, dancing
Personal Dossier
· Age            

: 25 years
· Marital status

: Single

· Nationality          
: Indian
· Visa                                : Visit Visa Valid until 10th Dec 2015
Reference upon request.[image: image1]
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