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KAYSER 
“Understanding of Technology plus Human resource is what it is all about”
HR Professional among  first ten toppers of the batch with rich experience of more than 2 years in handling HR activities seeking an assignment in middle level  in HRM, Learning & Development, Talent Management system, Performance Management system in a dynamic  & growth oriented  Origination to utilize the experience & to gain the modern insights of Human Resource.

SYNOPSIS

· Proficiency Areas: Recruitment & Selection, Induction program, Learning & Development, Compensation & Benefits, Performance Management System, Employee Engagement, Employee Surveys, Grievance Handling, Housekeeping supervision, Employee Exit & Retention Management, Statutory Compliances, Grievance Handling, Industrial Relations.
· Well versed with Modern HR Systems 
· Expertise in handling HR functions entailing Talent acquisition, Talent management, Learning & Development and people strategy.

· Bring On-time Talent and carry out quality acquisition. Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements. A thorough professional with a proactive attitude, capable of thinking in & out of the box.

· Ability of conceptualizing future goal, meticulous planning and effective presentation.

                                              WORK EXPERIENCE

	Duration
	Organsation
	Designation

	May 2013 till Date
	
	Executive– HR


                                         Area of Responsibilities Handled
Responsible to Provide Quality HR Services To the level of satisfaction to plant  to attract, Motivate, Develop, Retain Employees  with supportive work Environment to achieve organizational Goals. 

Learning & Development:
· Identifying training and development needs within the organization; develop Annual & Monthly Calendar & ensure Execution as per Plan.
· Managing the effective delivery of training and development programs thereby equipping teams with the knowledge, practical skills and motivation to carry out work-related tasks & customizing as per the need of the group at hand

· Support employees in on-going & long-term improvement in required skills and enabling them to achieve performance excellence within the organization

· Continual and systematic evaluation of a training program, course and activity & modify training modules

· Ensure Effectiveness of Learning / competency matrix.
· Making arrangements for induction and orientation program for the newly appointed candidates to familiarize with company culture, values and activities.

· Faculty Development.
· Data updation & Employees Training Records in Online Learning & Development Module.

· Faculty for HR Processes & Soft Skills.
· Key Partner in Implementing Knowledge on ISO 9001-2008, ISO 14001, HACCP, GMP, SEDEX, FSSAI, HALAL, KOSHER.
 Recruitment

· Preparation of Role Profiles of position Sourcing position Internal/External 
· Coordinating and conducting personal interviews, campus interviews, Ensure Reference Check.

· Finalizing suitable candidates & Negotiation & Smooth Joining Formalities.
· Involvement in Job Fair/ Campus drives for the Engagement of Apprentices.
Talent Management

· Responsible for implementation of Talent management system to identify future talent requirements and planning developing / resourcing them.

· Facilitating developing and growing talent in order to meet today's complex business scenario and be ready for future needs as per Career Development Process.

Performance Management System
· Facilitate Employees in aligning Individual Goal with Business Goals& Online Smart Objective with clear measures.
· Ensure Completion of Online PMS Cycle with in stipulated time frame 

· Team Member in Peer Review for Appraisal of Employees & updations of all records.
· On time confirmation appraisal 
Housekeeping management

· Supervise all housekeeping related activities.

· Maintaining, training and guiding housekeeping supervisor team leaders and sub leaders and members.
HR Operations

· Joining Formalities, Induction program.
· Issuing Confirmation / Continuous probation/training period. 
· Exit formalities of employees, No due formalities, Exit interview.

· Full& final Settlement of employees.

·  Issuing Relieving letter, Experience Certificate.

Payroll Management 
· Preparation of Daily attendance report, late coming and leave records.
· Making salary sheets and sending it to GM for approval.
· Processing reimbursements and disbursement of the same. 




Employee Engagement:

· Creating various channels to ensure employees understand culture and values of the organization.
· Communication of policies and practices to the employees for reinforcing positive environment.
· Conduct engagements with Mast team and come up with plans to improve the existing processes. 
· Conduct exit interviews to find out the reasons of Attrition.

· Counseling/grievance handling of the employees to maintain a healthy work environment 

· Analyze the impact of various employee engagement initiatives and report to the Senior Management. • 
· Establish an understanding with the employees regarding the plans & policies of the organization.

· Formulation of HR Policies & Procedures. 
· Celebration of birthday of employees and festivals.
Communication Management System/HRMIS
· Medical and Hospitalization Scheme
· Scheduling Medical checkups of employees, including specific tests for employees working in specific areas.

· ESI processes , med claims and calendar maintenance for all medical events and health related check ups  

· Responsible for all the MIS of HR On time with Quality.

· Responsible for all GMP/ISO/EMS & SEDEX Documentation & Audits.
Achievements & Projects Handled
FSSC22000 Certified.

HACCP team Member.

Internal Audit Team Member.

Successfully passed SEDEX audit.
Successfully implemented biometric system of attendance. Disparage manual system by making work environment online for all records.

Successfully implemented maintenance of employee Master database. 

Successfully Implemented New PMS Process.
Successfully passed GFSI certification.

Qualification

MCA - 75%
University Of Kashmir (2010-2013)
BCA   -71%
 University Of Kashmir (2007-2010)
10+2   -65%
JKBOSE(2005)
Personal Information

	Date of Birth
	02-04-1987

	Hobbies
	Reading, shopping, thinking, cooking, browsing internet & Helping others.
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