

Extensively experienced human resource manager with expertise in industrial relations as well as overall management skills including staff management & project leadership.


2009 – 2011 

          Bangalore University, Bagalore, Karnataka, India. 

Masters of Science in Biotechnology with 1st division.

2006 – 2009            
          Jiwaji University, Gwalior, M.P., India.

Bachelor Of Science with 1ST division.

2004 – 2006 
                    Annada College, Hazaribagh, JAC, Jharkhand, India.



                                                                   I                                                  Intermediate of Science with 2nd division.

    2004                             PVSS DAV Public School, CBSE Board

                                                 Matriculation with 2nd division.


Company :   Pvt Ltd, Mumbai, Maharashtra, India. 

Dates: 
             Feb’2015-till date

 Job Title: Human Resources Manager

Responsibilities:

· Responsible for the HR function within Company 

· Member of the management team in Company   

· Manage recruitment and selection of all new Company employees and contract staff.  

· Provide consultation to management on employee relations issues, and manage all disciplinary issues within the company. Manage all redundancy situations including calculations, financial guidance and communications to affected employees.
· Management of Health and Safety for the entire site including risk assessments, audits and revisions of policy and procedures. Engage with consultants on an ad hoc basis.

· Work closely with management and employees on all grievance issues within the company. 

· Work closely with senior management to identity, develop and implement training and development programs in line with the business objectives.

· Provide senior management and others with various types of employee reports including attrition, absence, compensation, annual leave, overtime costs and headcount.

· Management of the full recruitment process including sourcing strategy; interviewing; reference checking; making offers to candidates; driving and delivering induction training.
· Responsible for the development and delivery of the employee induction program. 

· Design and implementation of a company-wide performance management system that is linked to the core vision and objectives of the business. Provision of on-going consultation to management on performance related issues.
· Design of a merit increase and salary review system with built in factors such as salary review budget, company performance, individual performance, market rate of the job and internal equity to ensure fair and equitable review of salaries within the business.
· Delivery of training to employees on a regular basis – e.g. induction training; quality training; training on effective recruitment and performance management.
· Responsibility for ensuring Company  operated in line with employment legislation and health and safety at work legislation. 
Dates:
2012-2014

Job Title:            HR Generalist


Responsibilities:

· Coordinating with all people managers in all employee related issues regarding employee investigations, absence issues, counselling, grievance and discipline etc.

· Ensuring company compliance with all legislation and advising managers on all industrial relations issues; 

· Support people managers & payroll activities including salary benchmarking and the bonus process;

· Successful in supporting necessary change processes in implementing WCM/lean manufacturing within the organization;

· Liaising with union representatives in all negotiations such as shift changes, redundancy criteria and other general IR issues;

· Project management – leading & supporting business related projects to drive HR and the business forward;

· Administering payroll/deductions/pensions for staff.

· Coordinating recruitment and selection procedures & delivering induction training;

· Developing and maintaining job descriptions;

· Evaluating competencies & training needs for all employees;

· Managing and reviewing training budget;

· Provide comprehensive high quality customer focused HR support across a broad range of HR activities.

Date:                        2011-2012

Job Title:             Executive-HR 

Responsibilities:
(1.) Recruitment:-
· Understanding manpower requisition from the concerned department. 
· Understanding the requirement and accordingly drafting a job description and getting it approved from the concerned authority. 
· Sourcing candidates that match the desired skills. 
· Screening the candidates by conducting telephonic or personal interviews as the case may be. 
· Encouraging the employees to provide reference for better prospects 
· Arranging for technical interview and coordinating with the concerned person. 
· Communicating the employment status to the applied candidates. 
· Maintaining and updating the database of the candidates. 
· Doing a background verification of the shortlisted candidates. 
 (2.) Induction and on boarding:
· When a particular candidate is finalised and selected, giving him offer-letter or letter of intent on joining the services, issuing appointment letter with brief working policies

· Giving a description on the policies, procedures and cultures followed by the company. 
· Explaining the mode of communication. 
· Coordinating with the IT team to get his email id made. 
· .

· Cricket, surfing, Gardening, graphic design, Writing Poems.


Excellent references available on request.
Personal Details:

Date of Birth: 


13  August 1988                                                 

Nationality: 



Indian

Language Skills:

· Hindi – (Native Tongue)

· English-(Proficient)

· Urdu  - (Proficient)

· Arabic - Basic (reading and writing skills)

First Name of Application CV No: 1700802
Whatsapp Mobile: +971504753686 
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