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CAREER OBJECTIVE:
To seek a challenging career in the field of Human Resource and to channelize my team working ability in order to be associated with an organization in reaching it’s vision and to add value to  growth of the company and my career.

WORK PROFILE:
Svenska Luxury Boutique Hotels
Position: Assistant Manager -HR.
Duration: Nov-15 – Feb-16
· Administer compensation, benefits and performance management systems, and safety and recreation programs.

· Identify staff vacancies and recruit, interview and select applicants.

· Allocate human resources, ensuring appropriate matches between personnel.

· Provide current and prospective employees with information about policies, job duties, working conditions, wages, and opportunities for promotion and employee benefits.

· Perform difficult staffing duties, including dealing with understaffing, refereeing disputes, firing employees, and administering disciplinary procedures.

· Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes.

· Analyze and modify compensation and benefits policies to establish competitive programs and ensure compliance with legal requirements.

· Plan and conduct new employee orientation to foster positive attitude toward organizational objectives.

· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.

· Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, labour relations, and employee relations.

· Analyze training needs to design employee development, language training and health and safety programs.

· Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.

· Analyze statistical data and reports to identify and determine causes of personnel problems and develop recommendations for improvement of organization's personnel policies and practices.

· Plan, organize, direct, control or coordinate the personnel, training, or labour relations activities of an organization.

· Conduct exit interviews to identify reasons for employee termination.

· Investigate and report on industrial accidents for insurance carriers.

· Represent organization at personnel-related hearings and investigations.

· Negotiate bargaining agreements and help interpret labour contracts.

· Prepare personnel forecast to project employment needs.

· Develop, administer and evaluate applicant tests.

· Oversee the evaluation, classification and rating of occupations and job positions.

· Develop and/or administer special projects in areas such as pay equity, savings bond programs, day-care, and employee awards.

· Provide terminated employees with outplacement or relocation assistance.

· Contract with vendors to provide employee services, such as food service, transportation, or relocation service.

MIRAH HOSPITALITY & FOOD SOLUTIONS PVT LTD. 
Position: Senior HR Executive.

Duration: Feb 2013 to Nov-15.

1. Recruitment

· Sourcing for Associate, Middle Management & Senior Management and at Outlet level.

· Conduct preliminary round out interview.

· Conduct Salary negotiations.

· Conduct reference checks of the candidates before joining.

· Effective coordination with Operations/Business for understanding mandates, candidate profiles.

· Evaluating alternate sources of recruitment & tapping sources.

· Inter department coordination for interviews, feedback, payments, understanding mandates.

2. Vendor Management

· Evaluating recruitment consultants.

· Verification of bills from consultants

3.  Joining & Induction

· To complete all joining formalities including statutory and bank formalities (PF, ESIC, Income Tax declaration).

· To arrange for email Access (where entitled), Identity Cards, Name Tags, Business Cards, Medical Insurance cards, etc. for the new joinee.

· To issue Appointment letters as per corporate norms.

· To prepare Salary Break-up and explain the same to the new joinees.

· To induct new employees in the system.

· To update Induction presentation at regular intervals.

4. Payroll & Compliance

· To coordinate with Payroll & Compliance team for salary and ESIC / PF related queries.

· To coordinate with the Accounts department for Salary Credits, Salary Rejections, etc.
5. Rewards & Recognition

· To execute rewards and recognition programs regularly or on the basis of discussions with the reporting authority aiming to increase employee motivation and moral.

6. Staff Welfare / Employee Engagement

· To coordinate adequate Staff Welfare activities.

7. HR Policies & Procedures

· To implement and maintain HR policies.

· To prepare and issue offer letters, appointment letters, confirmation letters, promotion letters, increment letters, etc.

8. Performance Management

· To confirm employees at the end of the probationary period based on their performance and potential reviews. To facilitate confirmation of employees at the end of the probationary period based on their performance and potential reviews.

· To conduct the Performance review meeting of applicable employees in agreement with the approved schedule.

· To propose increments and / or promotions based on employee performance and potential reviews.

· Coordinate increments and promotions of all staff.

9. Employee Relations

· To address and resolve employee queries and grievances.

· Handling departmental issues with the help of higher authorities

· Escalate unresolved queries to reporting authority.

10. Employee Separation:

· To conduct exit interviews of applicable employees.

· To follow the Full and Final Settlement process as per the F&F process note.

· Prepare and maintain the Attrition Data.

11. MIS

· To provide monthly MIS of all activities, or as required by the reporting authority.

12. Documentation and Data Management

· To prepare, update and maintain personal records of unit employees. To ensure appropriate documentation is maintained for employees.

· Ensure confidentiality of employee correspondence and personnel files of employees.

· Uploading and updating data on HRIS.

· Ensure effective utilization of HRIS.

13. Others

· Visit outlets as per the approved schedule and submit visit report for the same.

· To oversee movement of staff from one outlet to another.

VIRA INTERNATIONAL PVT.LTD

Position: HR Executive.

Duration: May 2011 to January 2013.
Job Responsibilities:

· Manage the use of recruiters and head-hunters.

· Review applicants to evaluate if they meet the position requirements.

· Conduct pre-screening interviews.

· Maintain all pertinent applicant and interview data in the Human Resources Information System (HRIS).

· Assist in performing reference and background checks for potential employees.

· Assist in writing and forwarding rejection letters.

· Assist in interviewing and selecting employees.
· Assist in preparing and sending offer packages.

· Assist in preparing and sending new employee orientation packages.

COLOURS OF INDIA PVT.LTD (SINGAPORE)

 Position: Restaurant Supervisor 

Duration: Aug 2009 – April 2011.

K.F.C. FAST FOOD RESTAURANT (INDIA)

Position:  Team Leader. 

Duration: May 2008 – July 2009.

SODEXHO INDIA PVT LTD (INDIA)
Position: Food & Beverage Assistant. 

Duration: Nov 2007 – May 2008.
ACADEMIC QUALIFICATIONS: 
1. PGDBM in Human Resource  from  Prin L.N. Welingkar Institute of Management Development and Research(2014-2016)
2. Advance Diploma in Tourism & Hospitality Management.  

Coleman Collage Singapore (2009-2010).

Modules Cover: 
· Marketing in Tourism & Hospitality.

· Development & Planning in Tourism & Hospitality.

· Strategic Management in International Tourism & Management.

·  Managing Change & Innovation.

·  Tourism & Hospitality Business Development.

3. Twin Diploma in International Hospitality Management & Catering Operations. In affiliated with American hotel and lodging association (USA) from Metropolitan Institute from India (2005-2008).
Modules Cover: 
· Hospitality Today.

· Supervision in Hospitality Industry.

· Food and Beverage.

· Front Office.

· Food Production. 

· Sales and Marketing in Hospitality Industry. 

· Leadership and Management in Hospitality Industry. 

· Housekeeping Management. 

4. Higher Secondary Certificate Pune Board, India (2004-2005).
PERSONAL DETAILS:

1. Date of Birth: 25thJune, 1985.

2. Marital Status: Married.

3. Computer Skills: Microsoft Office, Internet, Tally 6.3.

4. Languages Known : English, Hindi and Marathi                                                                             
