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	Human Resource professional with 14 years of experience in Payroll Administration, Benefits/Compensation Administration, Talent/Performance Management, Recruitment/Selection, Training/Development, HR Policy and Organizational Design, Contract Negotiation, Job Costing Analysis, People Management, Progress Improvement, and Strategic Planning. Proven ability to function as a Strategic HR business partner, develop, and implement successful human resources management strategies to support corporate mandate. Self-motivated with the ability to excel in a fast-paced environment, communicate effectively at all levels, manage competing priorities; and adapt readily to new challenges.
PROFESSIONAL EXPERIENCE
AVS News Connect Pvt. Ltd  – Mumbai                                                                                        Sept 2013 – Oct 2016 
Head Human Resource for Mumbai and Bhopal Region
Function as a HR lead and responsible for Payroll Administration, Benefits/Compensation, IR / Statutory Compliance, Training & development, Recruitment/Selection, Employee Relations and Vendor Management.
· Managed and administered payroll for 200 employees, establish and maintained proper structures and processes to track time and attendance, vacations and coach managers on the process of evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity.
· Improved “employer branding” by working with the IT department to design, develop and enhance the company’s career site.
· Handled employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner, working closely with supervisors and management.
· Identified talent and aspirations of individual employees and provided coaching aimed at motivating them to undertake the necessary training required to advance their careers within the company. 

· Planned and developed on-the-job training programs for line employees and career development programs for managers with a focus on retaining existing talent and reducing employee turnover.
· Assessed current and future skills requirements and developed and implemented a competency based performance management system linking pay to KPI metrics.
· Established an open channel of communication enabling employees quick and easy access to information such as Benefits, Training and Development and opportunities for career advancement also, created a training program to develop employees to meet both core and job competency gaps.
· Obtaining various relevant Licences and NOCs from Government Authorities at the time of inception of unit. 

· Maintaining & filling of returns like PF / ESIC / PT / MLWF.
Fortune Sky Shoppee Pvt. Ltd  - Mumbai                                                                                             Jan ‘11 – Aug ’13
Manager- HR & Admin Business Unit Level for Maharashtra & MP Unit Based At Indore

Responsible for all HR functions for Strategic planning, organizational development, staffing, training, benefits administration, Employee Relations, Management Development, and Performance Management.  Negotiating and Renewing existing and new client contract.  

· Identified and designed a strong leadership-training program to develop and enhance the management skills of team leads and supervisors responsible for planning, monitoring, and reviewing the job contributions for optimum delivery of contractual metrics.
· Developed a database to track employee data and development history for planning, monitoring, and reviewing the job contribution for optimum delivery of contractual metrics.
· Researched and prepared occupational classifications, job descriptions, salary scales and competency appraisal measures and systems. 

· Planned and administered staffing, total compensation, training and career development, employee assistance, employment equity and affirmative action's programs.
· Administered employee relations activities, including employee counseling, employee recreational activities, policies, and employee orientation. Interpreted and evaluated existing policies and programs. Developed and presented recommendations for change to the management committee.
· Processed all salary changes due to merit increases, promotions, bonuses, and pay adjustments. Moreover, ensured that all necessary documents are received and information is entered into the database, and forwarded to payroll.
· Develop, extract, maintained and updated key human resource metrics and other workforce management data such as turnover, recruitment costs, demographic profiles, terminations, projected retirements and skill shortages, etc. utilizing ad-hoc reporting tools on the HRMS database.
· Applied fundamental business and human resource concepts to establish and maintain effective work relationships with managers, the corporation, and the community; and maintain professional competence, knowledge and skill necessary for the satisfactory performance of all assigned responsibilities. Handle information in a confidential manner.
Worked with Osian’s Connoisseurs Of Art Pvt. Ltd                                                                           Jun ‘08 to Dec '10

Manager – HR & Admin for Mumbai & Delhi Unit                                                                                                      
Responsible for the day-to-day management of all Human Resource functions for employees in Mumbai and Delhi locations.
· Responded to organizational change and provided support to Managers in effectively executing change management plans.
· Managed the coordination of six-monthly reviews of all staff and conducted salary benchmarking and training needs analysis for each review period.
· Designed, implemented and monitored marketing strategy, encompassing print and online media to boost graduate recruitment.
· Developed and implemented processes for a mobile workforce, which was required following in Mumbai and Delhi expansion.
· Streamlined recruitment process and project managed recruitment of over 100 staff in multiple disciplines for commencement of a new contract.
Worked at Cummins Auto Services Ltd                                                                                                Feb '02 to Feb’07 

  as   Assistant Manager – HR  for Mumbai & Pune Unit.

· Coached managers on the process of evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity.
· Handled employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner 

· Identify talent and aspirations of individual employees and provide coaching aimed at motivating them to undertake the necessary training required to advance their careers within the company.
· Develop job profiles and source candidates from major job boards; select, interview and hire 76employees in collaboration with department managers.
· Plan and develop on-the-job training programs for line employees and career development programs for managers with a focus on retaining existing talent and reducing employee turnover.
_________________________________________________________________________________________________
Academic Qualification
Industrial Training Institute (1999 – 2000) Board of Technical Examination Mumbai University. 

B.Com. (2001) Mumbai University.
HSC. (1998)  Maharashtra State Board of Education Mumbai.
SSC.  (1996)  Maharashtra State Board of Education Mumbai.
	

	
	

	
	


