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Executive Summary

· A dynamic professional with over 5.8 years of rich experience, as Corporate Business HR in Shipping and Electrical Engineering industry.
· Strong HR acumen with the ability to execute a wide range of HR strategies, planning and implementation to accomplish organizational goals.

· Highly successful in building rewarding relationships with top management and employees.

· Effective communicator with good presentation, analytical & negotiation skills and proven ability to discuss and work cooperatively with crosses functional teams to make sure that the employees get prompt and quality support assistance effectively.
Areas of Exposure
Recruitment, Retention



Payroll Management




    Performance Management           
     Training
& Development
         
Statutory Compliance      
    

          Budgeting
Manpower Planning             

      Employee Welfare / Engagement      Team Management
Employment Details
– Executive – HR      








August’2013 – May’2016
Business HR Generalist with responsibility:
· HR policies and implementation
· Budgeting
· Organization Structure and Recruitment

· Performance Management system

· Training & Development 
· Compensation & Benefits
· Employee Engagement 

· MIS and Administration
Key Deliverables:
· Talent Acquisition 
        Manpower requirement analysis i.e current and future manpower requirements

        Listing the Key Result Area(s) and preparing Job Description 

        Sourcing potential candidates from Job Portal, Employee Referral, Head Hunting, Walk-ins etc

        Conducting interviews (preliminary & post selection), Salary Negotiation
· Budgeting & Reports

Forecasting Annual Budget and presenting the same to management
Generating various MIS reports and statements for the top management thereby showcasing Budget, manpower status & variations for decision making and anticipation of future requirements.
Submit MIS reports on daily & monthly basis to the management on Headcount, Attrition Analysis, Employee Engagement Calendar, Recruitment Analysis & Manpower Planning. 
· Induction and Orientation 

Induct new joiner about the Company and its services

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

Getting all the statutory forms filled as per the statutory requirement i.e PF, ESIC, Gratuity etc
· Payroll & Statutory Compliance

Managed Payroll Processing for 350 employees

Monitor Leave & Time Management of employees

Calculating Employees Income Taxes, considering exemptions as per IT rule and accordingly deduct TDS

Ensure timely payment of employees i.e. Monthly Salaries, Reimbursements, Allowances, OT

Timely statutory payments like PF, ESIC and PT
· Performance Appraisal

Support management with the designing & implementation of performance management process
Review performance of the employees on quarterly, half yearly and yearly basis

Collate developmental areas of all employees and assign training needs 

· Learning & Development and Employee engagement
Identifying training needs across levels for different project locations as per skill sets and feedback.
Organizing and coordinating training programs through internal & external agencies

Managing employee disputes / concerns and grievances
Designing Employee engagement calendar (Training & Events)
· HR Operations
Maintaining Employee records and Documentation
Employee Information System (HRIMS – Webpay)
Preparation of Organization Charts
· Exit Management

Designed & implemented Exit formalities

Responsible for taking Exit Interviews and ensuring handover process is completed before exit

Responsible for processing the Full and Final Settlement of outgoing employees

Analysis of employee separation process and exit interviews to formulate employee retention for attrition control and mitigation

Highlights & Achievements:
· Successfully recruited around 300+ employees for Head office & Branch offices by visiting project locations at Maharashtra, Kerala, Bihar & Jharkhand region in all categories like Engineers, Accounts, Back office, Stores etc.
· Successfully implemented HR activities in the new branch offices i.e Kerala, Patna and Ranchi
· Conducted Campus recruitment successfully at Kolkata (DIT college – WBU)
· Formulated and Implemented HR policies and prepared company manual. Also streamlined and prepared SOP for HR function.
Inchcape Shipping Services India Pvt. Ltd. – Sr. Executive HR & Admin. 
                




Sept.’10- July‘13

Inchcape Shipping Services (ISS) is one of the world’s leading maritime services providers. Besides its core Local Port Agency and related services, the Company provides a growing range of outsourcing services.
Key Deliverables:
· Interface between the upper level management and the employees

· Recruitment and Selection starting from planning to hire through different sources like Job portals, Paper ads, Reference and Consultants. 

· Induction and new Joiners formalities

· Performance Management, Salary & Increments Planning

· Learning & Development - starting from need identification to organizing of training and evaluation of training

· Payroll & Time Office - processing salary in software (Saral paypack) monthly and completing statutory compliance

· Grievance Handling

· Employee Engagement Activities like birthdays, Women's day celebration, Picnic and Cricket match

· Exit Management

· General Administration

Maintenance / up-keeping of equipment’s through AMCs

Source and Appoint new Vendors for services and supplies

Negotiate best rates for Hotel accommodation  

Ensure Timely payments to Vendors

Management of the Security, House Keeping and other routine Administrative works

Achievements:
· Successfully handled HR Audits and was appreciated for the documentation and compliance to Regional  Policies
· Received appreciation from management for successfully rolling out the New HR software (Workday)

· Successfully I had set up the HR and Admin function
Academics

· Executive MBA - HR from Pillai’s Institute of Management, 2014
· B.Sc. - Biotechnology from Mumbai University, 2010 
Personal Details 

· Nationality


:
Indian

· Date of Birth

:  
May 06, 1989
· Gender



:
Female

· Marital Status

:
Married
· Visa Status


:
Husband Visa
· Languages known  :    English, Hindi, Marathi & Tulu
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