HANISH  
EXECUTIVE SUMMARY
· A result oriented HR professional with well trained experience in the field of Recruitment, Selection, Induction, Salary & Payroll Administration, Performance Appraisal, Compensation & Benefits and Employees’ relations. An enterprising leader with the ability to motivate personnel towards achieving organizational objectives and adhering to industry best practices. Seeking a challenging position in Human Resource to gain further skills and to attain the goals of organization aiming at mutual growth. Excellent analytical, communication and organizational skills. Ability to work independently as well as in a team with responsibility.
CARRIER ACCOMPLISHMENTS
Having 4 years & 05 month, of experience in Human Resource Management
HR EXECUTIVE – Mrs. Bectors Food Specialities Ltd. (CREMICA)
Designation
:
HR - Executive
Duration
: September 2011 - Present
Recruitment Activities

· Designed and implemented recruitment strategy on internal sourcing from Junior to senior level positions in Technical & Non Technical requirements, Handling complete recruitment cycle i.e. from Manpower Planning till hiring the suitable candidates.

· Selection & screening process of primary interviews for conducting aptitude test, final client interviews assessment and negotiation on various aspects such as salary, role & position offered. 
· Obtain the requirements and skill sets details from the Client / Onsite team and make out particulars about the mode of recruitment like contract hiring or permanent hiring.
· Conducting personal interviews with clients for new commenced and ongoing projects to make agreements such as salary, accommodation, food, transportation, air ticket, annual leave and other perks. 
Induction & Joining Activities: 

· Plan, organize, and conduct induction programmed, devise the orientation plan for the new joiners.

· Complete the joining formalities i.e. collect the required documents, creation of ISCO ID number for attendance, Arrangement of Medical & Finger Print formalities for Residency stamping, coordinating with SHE department for providing safety training for new joiners, arrangement of providing PPEs (Personal Productive Equipments) items for new joiners & assign mentor as per the respective department wise.
Compensation & Benefits: 

· Keep a track of records on Direct compensation refers to monetary benefits offered and provided to employees in return of the services, monetary benefits include basic salary, outside allowances, conveyance & other allowances

· Indirect compensation refers to non-monetary benefits offered and provided to employees in lieu of the services provided by them to the organization; it includes paid leave Policy, Incentives, transportation allowance, mobile allowance & food Allowance etc.

Attendance, Payroll & Salary Administration:
· Maintain the employees’ attendance in Management Information System (MIS) and generate the attendance reports by online system for the salary process to accounts department.

· To coordinate with the finance & MIS department for monthly payroll system, make necessary entries for new joiners, separation cases, unpaid leave, Comp off leave, salary advances, etc. Follow-up with Bank for timely credit of salary & Issuing salary slips.

HR Administration & Welfare:

· Offer release, bank account opening, ID card coordination, sending details to the support staff.

· Verification of documents and employment screening/background verification of new joined employees i.e. verification report includes: Tenure with the Company, Title of last position held, Starting & ending salary 

· Dues with the company, Reason for leaving, eligible for rehire, Attendance, over all Satisfaction of Employment, Behavior with Collogues, etc 

· Maintain the notice board with the information about “Thought of the Day” message, Employee of the month announcement, articles on weekly and fortnightly basis 

· Maintain & Update the Daily/Weekly/Monthly MIS report, HR files and employee information in various reports like employee database, employee CV's, preparing all HR letters and certificates etc.
Full & Final Settlement and Exit Process: 

· Conducting exit interview process for resigned, quit / terminated employees. Coordinate & manage the Full & Final Settlement with the help of finance division and sending circular to other departments at the time of relieving of an employee. 

· Analyzed the issue by giving warning through verbally or written by issuing warning letter till termination of employees due to continuous absenteeism, no prior intimation before taking leaves, unable to reach assigned targets, lack of ownership & responsibility etc.
Legal and Statutory Compliance 
· Arranging the domestic enquiry, attending the grievances at Labour Office and Labour/Civil Court, Filling of Returns under various Act.PF, ESI Return.
IT PROFICIENCY
Ms-Office

: Word 2007 & 2010, Excel 2007 & 2010, Power Point 2007 & 2010.

Internet  

: Internet surfing.



: Payroll
PERSONAL PROFILE
Date of Birth



:
17/07/1991, Age: 24
Academic Qualification
(a)
:
MBA in Human Resource Management 






from IIBM 




(b)

Bachelor of Commerce (B.Com.) 








from SVSDPG College Bhtoli, India

Languages Known

:
English, Hindi, & Punjabi
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