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                            VIDYA 
Human Resources Executive
· Experience in Human Resource Management including Talent Acquisition, Attrition Management, Employee Engagement, Training & Development, Vendor management, , Grievance handling, Behavioral Interviewing.
· Expertise in handling the Manpower Planning & Recruitment, Attendance, Payroll, Conflict Management, Training & Development. Creative strengths in implementing personnel policies to generate a sense of affiliation among the workforce motivating them to contribute their best efforts to realize company's objectives.

· Time management skills with proven ability to work accurately and quickly prioritize, coordinate and consolidate tasks, whilst simultaneously managing the diverse range of function from multiple sources.
· Exceptional leadership experience, recruitment and personnel development expertise with ability to work with members at different levels and functions.
· Excellent communication and proven capability of effective management including inter and intra departmental coordination, qualitative and quantitative supplies of HR issues.
Professional Experience

Varun BEVERAGES LIMITED.   (Arlem - Goa)
Varun Beverages is Pepsi’s largest bottling partner and key contributor to the multinational success in India. The group manufactures and markets carbonated and non carbonated soft drinks and package drinking water under the Pepsi brand umbrella.

Asst. Manager HR, Nov 2010 till April 2016
Job Profile
· Handling all HR, Time Office, Administration functions like Induction program, performing search for candidates on job portal, employee grievances.
· Payroll management with regards to payroll inputs of new employees.
· Tasked with the responsibility of managing around on roll & off roll employees.

· Collaborating human resource requirements in consultation with heads of different functional and operational areas, facilitating smooth joining formalities and finally having the candidates on board.

· Structured and implemented programs and policies in the area of training, and new-employee orientation.
· Responsible for relieving of employees right from exit interview & relieving letters.

· Coordinating via email, phone, with the head office in Delhi to improve and implement changes to ensure integrated regional structure.
· Co ordination with Vertical Head for recruitment, HR Solutions and manpower planning. 

· Planned Retain initiative to control high rates of attrition.
· Manage leave-of-absence programs and personnel records & administer benefits.
· Attending to employees’ grievances and complaints and provides feedback to superior to enhance a better and cordial working environment.
· Maintaining the Personal files and data base and all other general HR administration.
· Introduction of HR Helpdesk to Handle Employee Grievances 

· Implementing effective HR Policies and successfully coordinate HR support for the office. 

· Maintaining a flawless communication with the employees; ensuring timely resolution of employee grievances and harmonious working environment at all levels

· Co ordination with Third party Vendor for processing Invoices.
· Co-ordinates with HR Team on the HR processes as lay down by the Corporate and the Unit.

· Establishes and maintains a full filing and administration system as guided and required by the Human Resources Manager.

· Create a work environment that is high in employee morale and provide constant learning and development and use the feedback from Employee Satisfaction Survey (ESS) and Employee Satisfaction Tracking System (ESTS) to draw an action plan.  

· Recruitment and Co-ordination of Performance Appraisal and Management of the staff in the Unit.

· Co- ordinating and conducting quarterly Employee Satisfaction and Employee Satisfaction Tracking System. 

· HR Executive for The Sapphire Comfort Hotel, Margao- Goa (April 2008 – Nov 2010)
· Handaling payroll process.
· Incharge of staff welfare of employees

· All statutory compliances related with E.S.I.C. & P.F.

· Submission of various reports on daily / monthly basis to HR-    

                       manager.

· Responsible and accountable to prepare and maintain all records i.e.    

                       personal files, muster roll, leave register, bonus register etc.

· Outsourcing of certain activities, House Keeping & Security.

· Short listing of candidate and issuing Appointment Letter.

· Fixation salary / wages at the time of joining.

· To ensure Time Office work.

Education & Certifications
Academic Activities
· Certified Professional in Human Resources (MBA) from Prestigious ICFAI University (Full Time)

· Summer Internship-Fischer Consulting Bangalore.(March2007-July 2007)

· Conducted “An Analytical Study on the role of Fischer Consulting in increasing its Revenue from Non IT Clients”.      

· Recruited 5 candidates for the company.

· Conducted a study on Attendance and leave management system in Betts India Pvt. Ltd.

SHREE DAMODAR COLLEGE OF COMMERCE & ECONOMICS 

Bachelor of Commerce (B.Com) 2006
Computer Skills
	· Windows, MS-Office, &  Internet,


References
On request

Declaration 
I hereby declare that all the information, facts and figures are true to best of my knowledge.
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