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(HUMAN RESOURCE)

To provide a competitive edge to the organization by aligning HR processes to business and leveraging human talent through human resource management processes, systems & strategies.


	Degree
	College/School
	University/Board
	Year of passing
	

	PGDM (HR)
	TIMS
	            KUTCH
	2012
	

	B. Sc
	TOLANI
	KUTCH
	2010
	

	H.S.C.
	ADARSH MAHA VIDHYALYA
	GUJARAT BOARD
	2007
	

	S.S.C.
	KENDRIYA VIDHYALYA
	CENTRAL BOARD
	2005
	

	
	
	
	
	



· Final Project:
· I have done a Final project proposal on “E-HRM : A Paradigm shift in HR Practices”
· Summer Internship Project:
· I Have Done Industrial Training on “HR Practices at IFFCO KANDLA”.

Subject:                    Management Information System

Organization:            PSL LIMITED

Project Title:            “MIS application at PSL LIMITED”

Subject:
          Production and Operation Management

Organization:
          Aquagel Chemical Private ltd

Project Title:             “Concepts of POM at Aquagel”

Subject:                        Labour laws 

Organization:             IFFCO KANDLA

Project Title:             “Study of labour laws at IFFCO KANDLA”

Subject:                        Performance and Compensation management

Organization:             PSL LIMITED
Project Title:             “Reward attitude survey”

· Have been worked with ITM SAFETY PVT. LTD. (Manufacturing Safety Garments and Safety Shoes) from 30th May 2012 to 20th Sep 2014, as a HR Manager. (KASEZ)
· Have been worked with Gelkaps Sports Pvt. Ltd. (Paintball Manufacturer) from 22nd Sep 2014 to 29th May 2015, as a Asst. HR Manager. (KASEZ)
	Interpersonal skills
	
	Technical Skill
	

	· Tools of Success:
	Hard working
	· Computer proficiency
	M.S. office outlook and Internet.

	
	Regular
	
	M.S. Doc, Power point & M.S. Excel



	
	Self motivate
	
	

	
	Positive attitude
	
	



Recruitment

· Responsible for complete recruitment Cycle, which includes drafting & designing of job description & job profiles, designing of test papers, locating candidates with required skill set, communicating with them, review of their technical skills, negotiations for fitment & making offers, Reference check, etc.

· Taking HR round interviews to judge candidate’s suitability, attitude, academic & professional qualifications, professional awareness, experience, communication skills, etc and then further forward to top management for final approval.
· Ensuring strategic recruitments keeping in mind the future needs of the organization and its business.
Attendance 
· Responsible for HR data analysis such as staff turnover rate, attendance rate so as to manage the team in an effective way
· Also having experience in attendance software 
· Responsible for sending daily manpower report to the top management.
Performance Management

· Plan and prepare the appraisal process.

· Communicating the process to all appraises & appraisers. 

· Responsible for appraisal end-to-end process 
· Documenting KRA's of various job profiles and ensure with the Department Heads in preparation of KRA’s.
· Initiated the process of review, based on timely communication, straight feedback & personal counselling process.

· Driving performance reviews (Yearly), processing on-going confirmations, increments, promotions, ensuring compliance, timely completion and documentation of the entire process.
Compensation 
· Preparing  salary structure
· Making wages of employees, and maintain wage register

· Giving monthly bifurcation of salary to Accounts dept and top management.
Training and organization development 

· Training Need Identification and evaluation of effectiveness across different divisions

· Partnering with Technical Teams for identifying, designing and coordinating with trainers for various training interventions in line
· Conducting final training test and provides certificate those who cleared the test.

On boarding (Joining Formalities)

· Responsible for the joining formalities.

· Issuing Gate pass and ID card to the new joiners

· Responsible for drafting Offer Letter, Appointment Letter, Confirmation Letter etc
HR Generalist Activities 
· Successfully managed the human resource functions of an organization with the strength of 250+ on roll.
· Conducting induction programs for new hires including briefing on employee code of conduct and HR policies.
· Develop a good working relationship with other departments and all employees.
· Ensuring the implementation & adherence of various policies, processes, procedures & systems across the organisation
· Prepare and maintain SOP’s of each dept.
· Handling and managing transportation.
· Handling daily grievances 
· Check and handling fire fighting AMC work and its renewal.

· Handling pollution control board quires.
· Handling factory licensing work and also handling queries from labour officer.

· Reporting daily activities and daily report to the Directors
· Handling Employees Engagement activities.
Leave 
· Maintains leave record of all workers and staff members.
· Keeping records of casual leave, medical leave and privilege leave
Exit formalities

· Tracking absconding/ Resigned/, to maintain separation status as on date, to issue Absenteeism warning letters, attrition analysis on weekly/ monthly as well as on quarterly basis.

· Conducting Exit interview and preparing Attrition Analysis 
Administration & Housekeeping 
· Maintain manpower record and their daily production data.
· Resolves administrative problems by coordinating preparation of reports, analysing data, and identifying solutions.
· Preparer’s cleaning checklist
· Keeping and checking inventory level.

· First class grade in Civil Defence basic Training.
· Got highest performance grade during Performance Appraisal.

· Date of birth- 30th July, 1989
· Marital Status- Married
· Visa Status- Husband’s Visa
· Interest & Hobbies- Playing badminton, basketball and chess & Cooking.
· Languages known - English, Hindi, and Odiya.
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