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Dear Sir / Madam 

I look forward for an exciting work responsibility, earn a suitable position, learning platform & explore more opportunities to grow along with the company! I am excited to work with your esteemed organization which holds the best working atmosphere & good will in the market. 


My work experience includes Performance Management, Compensation & Benefits and Employee Relations, Organizational Development, Recruitment, HR Systems and Policies, Payroll Administration, Exit Formalities, Employee Engagement Profile and Report Generation. Most recently, I worked with Software product development & service provider companies. In addition to this experience, I gained considerable experience of Training & Administration work 

I also bring to the table a very strong positive attitude towards handling employee, dealing with management team to bridge the gap, motivate staff, resolve issue, completion of work on time, prioritize work and handle work with pressure. 

I am confident that I will add my experience, share knowledge, support the organization to achieve the desired goals.  

Aspiring for challenging positions in HR Operations/ Training & Development/ Recruitment preferably with an organization of repute



Profile Summary




· With over 10 + years of  experience in HRM, Organizational Development, Recruitment, Performance Management, Compensation & Benefits and Employee Relations 

· Experience in implementing HR Systems and Policies, Payroll Administration, Exit Formalities, Employee Engagement Profile and Report Generation

· Expertise in managing modern HR Systems with deftness in maintaining harmonious relations among management and workers through efficient administration

· A keen communicator with the ability to relate to people across all hierarchical levels in the organization

Employment Details
Group Human Resource Manager, (South Park, Hot Spot, Russo’s Restaurant, Euphoria Trading, One Stop Material Trading, Galaxy Arabia) from 12th June 2015 till date..

Managing the entire HR functions including General HR administration, Recruitment, LMRA – Visa procedure, Employee Engagement Activities, Employee Training, General Administration, Maintenance, Employee Grievance, Policies and Procedure & Employee Separation Process

Roles and Responsibility:-

· Managing employee life cycle, from Recruitment till Exit of the employee
· Process Visa, Renewals, LMRA Monthly payments, GOSI Payments 
· Induction process, accommodation arrangements. Provide complete company information, introduction to concern authority & management team
· Joining Formalities, Induction & salary explanation. 

· Scheduling monthly Activities, and Interaction with employee.

· Addressing employee grievance/ dispute resolution 
· Providing monthly report to finance team for the payroll administration
· Draft Employee Offer, Contract,  HR policies with approval from management & as per the Bahrain Labor Law
· Prepare & adhere staff Schedule for all locations
· Maintenance of staff accommodation, Tenant flats, electricity & repair work
· Manage transportation Team, schedule the duties and maintain necessary reports

Sr. Human Resource Executive, Greeksoft Technologies Pvt Ltd, Mumbai

A  Software Company from Jan 2014 till May 2015
Managing a broad range of HR functions including Employee Life Cycle, Payroll administration, General HR administration, Employee Engagement, Dispute resolution, Employee Grievance, Policies and Procedure, Implementation Talent Retention plans, Team Management, Recruitment Process & Employee Separation Process

Roles and Responsibility:-

· Managing employee life cycle, from Recruitment till Exit of the employee.
· Recruitment through Job Portals, Campus Recruitment Activities, Headhunting, References.  
· Joining Formalities, Induction & salary explanation. 

· Scheduling monthly Events, Activities, and Interaction with employee on the floor.

· Addressing employee grievance/ dispute resolution 
· Providing monthly report to finance team for the payroll administration.

· Monthly HR reports include new joinee & Separation.

· HR-Policy drafting, explanation, implementation & Adhering 
· Statutory Compliance, ESI & PF 

· Exit Formalities, Full and Final Settlement. Exit analysis
· Performance Management System-Roll out yearly appraisal, Orient employees, Team Leads, Managers. 
· Team Management, team building, team feedback and Team Appraisal.

· Promotion activities- Design Assessment Center and Internal Job Posting activity

· Automation of HR Process, Rewards and Recognition
· Proficiency in managing tasks involved in recruitment process including sourcing, screening, shortlisting the candidates

· Talent Retention- Implementation of Stay interviews.

· Designing weekly and monthly employee reach programs & meetings.

Key Accountability:-  

· Monthly salary report with 100% accuracy.

· Employee engagement, events and other employee benefit activity. 

· Employee record maintenance.

· Handling HR escalation by creating a win-win situation for both employee and the organization.

· Providing HR support to respective verticals in implementation of HR policies and procedures.

· Ensure 100% accurate Active Employee Database and Separated Employee database.

· Develop efficiency-enhancing workflow/process improvements that made it possible to accommodate increasing responsibilities.
Human Resource Executive, Theorem India Pvt Ltd, Mysore
         



Online Media Operation Company (from May 2011 to June 2012)






Recruitment & Induction

· Deftly handled end to end recruitment activities for fresher’s and lateral position through job portals, placement consultants and institutes.

· Establish and drive relationships with vendors or partners and proactively address issues/concerns

· Organized walk-in interviews, campus recruitment drives, employee referral drive, specified skills recruitment drive for eg: BE fresher, web developer drive etc.,

· Managed the induction of Campus batches ensuring that there is smooth journey from campus to corporate to these fresh graduates.

Compensation & Benefits: 

· Salary negotiation 

· Rollout of Offers 

· Maintain new Joinee details & salary reports 

HR Operations

· Conduct HR Interviews

· Employee induction 

· Excelling in office administration functions

· Assisting in the compensation related concerns

· Handling employee grievances

· Maintain MIS reports
Compliance

· Actively maintained PF & ESI reports and documents 

· Anchored ISO Audits 

Achievement:-

· Best employee of the month Nov-2011 for recruiting 60 candidates in 1 month. 
· Took over Induction process soon after reporting as a new employee.

· 100% coverage of ESI and Medical Insurance to eligible employees.

· Managed more than 3 events every month in the organization.

Certification:- 

· Certification on Interviewing Skills
Human Resource Manager, World IT Lab, A Division of Animika Studios Pvt Ltd, Mysore      

 (from Oct’09 to May’11)






HR Policy, Process & Programs Formulation and Implementation

· Design and implementation of HR Strategy 

· Leave Policy 

· Travel Policy 

· Exit Policy

· Reward & Recognition Program

· Performance Appraisal

· Employee Referral Policy

· Draft Appointment Letter & NDA Agreement

· Rollout of Offers  

· Joining Formalities
Recruitment & Induction

· Gathered requirement from Managers with skill set and sourced profiles through job portal, consultants & referral

· Handled walk- in interviews 

· Managed the induction 

Learning & Development

· Soft skill & technical training need identification across levels through Success Profiling

· Conceptualizing & developing training & development initiatives for improved productivity, building capability and quality enhancements.

Talent Management, Retention & Performance Management

· Ensuring the right mix of the competencies and experience is available as desired by the business model. 
· Steering initiatives for identifying high potential, high performing talent within the organization and ensuring that the development plans are maintained for them.

· Managing performance management process for complete centre and linking to remuneration review & reward management.

· Worked on different bonus programs and schemes to retain talent.
Employees Engagement & HR Operations
· Managing engagement measures like employee development plans, career paths, to enhance motivation levels and productivity; organizing employee encouragement programme.

· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations

· Maintained turnaround time of mails and queries

· Time Management of the Employees

· Conducted events including annual parties, external trainings and off site team events.

Compensation & Benefits: 

· Rollout of Offers 

· Disbursement of the Salary Slip

· Maintaining the Leaves of the Employees

Admin & Accounts

· Maintaining Petty cash

· Prepare Invoices

· Handle the Domain Registrations, web hosting services independently  and maintain related records

· Follow-up with clients for the Pending payments

Recruiter, Kaizen4Front Technologies, Mysore 






   (Feb’08 – Jan’09)



Recruitment

· Developed business with software / IT Clients to fulfill their staffing requirement and also assist  K4T Future connect students for placement

· Expand talent pool through creative sourcing  from Job portals like Naukri.com, Monster.com, Timesjobs.com,  references & Mapping

· Organized events like Job Mela and Campus Interviews

· Guiding a team of 2members for sourcing the quality profiles. 

· Managed the induction 
HR Operations

· Conduct HR interview 

· Roll out Offer letter, Appointment letter

· Joining formalities 

· Handling Employee grievances  

· Time Management of the Employees

· Preparation of Weekly & Monthly  Reports

Compensation & Benefits: 

· Development of Polices like PF,ESI

· Time Management of the Employees

· Disbursement of the Salary Slip

· Maintaining the Leaves of the Employees

Associate Consultant, Task Staffing Solutions Pvt Ltd, Ahmadabad 



                                    (Nov’06 –Oct’07)





Recruitment

· Handled end to end recruitment for Telecom Sector for clients like Hutch, Airtel, Tata Teleservices, Reliance through Job portals, (Naukri.com, Monster.com, Timesjobs.com) references & Mapping

· Scheduling Interviews, salary negotiations, follow – up till candidate  join ‘s the Organization  

· Report preparation & management

Human Resource Manager, JTS Call Centre Training & Placement Services, Mysore  


    (Jan’04 –June’06)

HR Policy & Operations

· Design and implementation of HR Strategy 

· Leave Policy 

· Travel Policy 

· Exit Policy

· Conduct HR interview 

· Roll out Offer letter, Appointment letter

· Joining formalities 

· Guided a  team of 3members for the smooth functioning of the HR Department

· Time Management of the Employees

· Preparation of Weekly & Monthly  Reports

· Signing of MOU’s with MNC Call Centers in Bangalore and Mysore for Placements of students with companies like IBM, Transworks, HSBC, Hutch[Magus],Airtel, Mahiti Systems, Abacus & Mafoi Management Consultants                                                                                                                                   

Recruitment

· Recruit  trainers, Counselors, Customer Care associates & Administrators

· Placements of Students & external applicants into IT & ITES companies 
Training & Development

· Training the students on Interview Skills, Communication Skills, Personality development Skills, basic Voice n Accent, up gradation on Call Center, telephone etiquette.

Achievements



· Awarded with Employee of the Month in Nov’11, Dec’11 & Jan’12 for recruiting & closing the highest number of positions ever in Theorem’s history.

· Closed all the positions in Telecom domain pertaining to “Collections” from off-roll, on-roll collection executive to the Sr. Manager (Collections)with Tata Teleservices, Airtel and Hutch, was appreciated with the title of “Collection Queen” by the Management.

EDUCATION & CREDENTIALS



2001 BBM from Basudev Somani College, Mysore 

IT Skills
· Proficient in MS Office Applications.

· Possess strong communication skills, interpersonal relationship management

· Continuously taking up new challenges, has set the context, built teams and created new functional areas

PERSONAL DOSSIER

Date of Birth 
             : 9th Nov, 1980

Languages Known     
: English, Hindi and Kannada 
Interests                               : Reading books, Meditation & listening to music
