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Professional Summary
Seeking a challenging employment opportunity for the post of “HR Administrator/ Payroll Administrator” in an organization that would give me scope to apply knowledge and provide me with opportunities to continuously update my knowledge, skills and be a part of team that dynamically works towards the organization. 
 CORE COMPETENCIES

	Staffing and Recruitment

HR Operation
Relationship Building
	 Background checking
 Technical Training  
Payroll processing



Experience
            June 2014 – Till date
Designation – HR Admin I
Key Responsibilities:
· Responsible for full recruitment lifecycle from sourcing to onboarding

· Mobilization of Expats and International and Global Mobility employees

· Contract Administration of Contract employees

· Payroll administration of contract employees and process staff expense claims 

· Handling medical insurance for all employee.
· Transfers of employees (work site / accommodation) as per project requirement

· Calculation of Leave & Final Settlements for the employees going on vacation or resigning / being terminated

· Conducting Exit Interviews

· Creating and maintaining employee records

· Resolving payroll-related queries from employees

Ingersoll Rand International (India) Ltd 


              
Oct 2010 – June 2014
Employer    - Teamlease
Designation - HR Specialist 

Key Responsibilities:

HR Operation

· Planning assimilation for New Leader and Managers 

· Responsible for timely completion of various statutory reports.

· POC for all Visa related query and issue of relevant letters.

· Updating and maintenance of all relevant employees records, ensure quick retrieval, safe storage and traceability

· Supported services in travel related things

· POC for Background Verification

· Assisting in collating Monthly payroll inputs  

· Initiated, organized and co-ordinate for various cultural, social and business related events

· Created Fun Club, An employee-driven fun teams like team outing, Sports and other Employee Engagement activities. 
· Exit process for Bangalore Employees 

Training
· Determining training needs for all employees across various levels and verticals & preparing the training calendar

· Developing faculties for conducting in-house training programs for enhancing skill levels

· Create and maintain training records and evaluation reports of all training programs

· Develop, design and conduct certain base program for all employees
· Responsible for providing customized data to different functions within HR & other departments as per their requirement within the specified timelines. 
· Collect and review feedback of training and intervene to improvise the effectiveness of training program

Orientation & Induction:

· Designed and implemented very successful on-boarding program where employees were productive from the day one

· Owner for new employee induction sessions

· Responsible for generating feedback from New employees on the Induction Programs 

· Presenting the New Employee Feedback Metrics in Staff Meeting during the monthly review

· Responsible for continues improvement on the Induction activities across Entities

· Revamped the New Employee Orientation.

Payroll Administration

· Processing of monthly payroll including PF, arrears, adjustments and reports. 

· Developing and revising salary metrics, promotions, bonus and incentives periodically. 

Recruitment: 
Recruitment
· Worked on Corporate, Wireless, Embedded technologies across all engineering domain 
· Engaged with business heads & Hiring Managers for understanding recruitment needs & their timely fulfillment. Involved in review meetings for setting regular recruitment targets.

· Optimized most cost effective output from the channel mix of resourcing – Paper Ads Advt. / vendors /portals/ Social Networks etc. Expertise in closing requirement through Job portals and Employee Referrals.

· Handled recruitment life cycle for GET/trainees and fresher’s through different training institute/Colleges. Involved in formulation, evaluation, generation of final event report, offer letter generation and handhold till they join.

· Managing vendor/s and job portals evaluation, negotiation and Price fixation.

· Organizing / conducting walk-in interviews at various zones across India.

Supporting Office of Head HR and 5 Senior Directors
· Worked with HR leaders and Site HR managers to ensure Key project complication
· Managing leader conference and actions

· Organize and conduct activities like Skip Level Meetings, Team Meetings, Town Hall Meetings and subsequent follow ups for the same. 
Previous Engagements

	Organization
	Duration
	Designation

	HCL Technologies , Bangalore
	Sep 2009 – Oct 2010
	Sr. Recruiter

	Consult One India, Bangalore 

	Feb 2006 - Sep 2009
	Sr. Consulting


Achievements and Rewards
· Won a cash price of Rupees 15,000/- as incentive for achieving the yearly target.

· Awarded Best Performer award for recruiting and deputing for one of our Client.

· Star Award from VP – Ingersoll rand for Organizing leadership conference 

· Annual performance award “Networking and connecting HR to larger Emp Group” 
Education
Master's Program in Business Administration (MBA) – ISBM, Bangalore
Graduate Diploma in Management (GDM) In HR – ISBM, Bangalore
Having a Saudi Driving License (LMV).
Personal Details
Citizenship

: Indian 

Date of Birth     
: 18th September 1983

Languages known
: Kannada, English, Tamil, Telugu & Hindi 

