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.A from Delhi University (School of Open Learning).
7+ years of experience in managing the compliance, payroll of employees
Currently working as Sr.Executive – H.R. at International Recreation Parks Pvt. Ltd. (Great India Place Mall, Noida, A Joint Venture of Unitech Ltd.)
Resourceful at implementing procedures, service standards and operational policies with proven ability to reduce the running cost of the unit by planning & implementing effective control measures.

An effective communicator with excellent interpersonal & relationship management skills.

ORGANISATIONAL EXPERIENCE

Presently working as Sr.Executive – H.R. with ‘International Recreation Parks Pvt Ltd’(Joint Venture Between Unitech & IAL, since Aug 2012. 
(International Recreation Parks Private Limited (IRPPL) is a joint venture between Unitech Limited and International Amusement Limited (IAL). Unitech is recognized as a leading player in property development & real estate in India. International Amusement Limited is the pioneer in Amusement Park Industry in India.)
ROLE & RESPONSIBILITY

· Manage & processed payroll for over 700 employees on monthly basis.
· Handle & manage large amount of confidential data.
· Describing the work duties, salary and benefits of a particular vacancy.
· Doing background checks and verifying the references, work experience and academic qualifications of applicants.
· Screening, testing and assessing candidates.
· Handling third party contracts with the organization, verifying the bills, make deductions as per the contract.
· Arranging interviews with candidates who have been short listed for a position.
· Negotiating the salary with the candidate.

· Handling & answering employees question & troubleshooting issues (Email/Telephonic/ in person).
· Recommend, develop & maintain Human Resource Data Base, Computer software systems & manual filing systems.
· Ensure adherence to Policies & Legislations Audits & Reconciliation.
· Adherence to Statutory Compliance.

· To maintain detailed Audit Trails for all activities & maintain effective documentation with regard to each case.
· Provide assistance in preparing Annual Budget.
· Sort, Mailing & Distribution of salary - slip checks.

· Helps support other payroll associates as necessary.

· Run special reports utilizing payroll data for management upon request.
· Maintain attention to details while completing multiple & repetitive tasks.

· Maintain serious commitment to accuracy & quality while meeting goals & deadlines.
· Employee engagement Activities
· Communication : 

· Internal: Communicate internally within the department for day to day operations

· External: Communicate with various functions, auditors & consultants.

· Interact with technical team for changes to the system configurations as required.
Worked as Executive – H.R. with ‘Devyani International Ltd Delhi, since Aug 2007 till July 2012. 

Role & Responsibilities:

· Payroll and Salary administration.

· Handling employee’s queries, related to salary, ESI, EPF & etc.

· Generating different HR related MIS reports.
· Maintaining & scrutinizing personal files & keeping all company records.

· Issue Offer letter, Appointment letter, experience letter, Relieving Letters & etc. 

· Issue Pay slip, ESI temporary and permanent card, and etc.

· Handling all activities of ESIC and EPF. Such as making and depositing monthly challan of ESIC & EPF. Submit returns of ESI & PF. Make to fill declaration form, issue temporary and permanent ESIC cards, EPF withdrawal (form 19 and 10 C) EPF transfer & etc.

· Maintaining Recruitment MIS.

· Full & Final Settlement, Exit Interview & Relieving formalities.
· Prepare monthly MIS report.
Induction & Joining Formalities:-

· Induction of New Entrants

· Joining formalities

PROFESSIONAL QUALIFICATION

MBA
Pursuing MBA from Sikkim Manipal University New Delhi
Delhi University (School of Open Learning)

Completed B.A. from Delhi University (School of Open Learning)

ACADEMIC CREDENTIALS
	2003-2004
	12th (C.B.S.E)
	Govt Boys Sr Sec School No – 2 Kalka Ji, Delhi

	2001-2002
	10th (C.B.S.E)
	Govt Boys Sr Sec School No – 2 Kalka Ji, Delhi


PERSONAL VITAE

Date of Birth
:
March 07th, 1986
Languages Known
:
Hindi & English
Signature:
Date:
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