
Abraham 
Abraham.331268@2freemail.com  
Career Objective
To excel and gain prominence in the field of Human Resource Management and face the challenges with determination which will enable me to further enhance my skills.

Experience: 
Hectranet 

HR Manager








September 2015 - Till date

Recruitment:-

· Manpower planning finalization with the BU heads. Employee strategic recruitment process and standardization with the cost effective methods. Concentrate on Quality hiring.

· On Boarding

· Issuance of appointment letters by verifying the employee’s documents and papers. 

· Ensuring complete induction and on-boarding for all the new employees with special emphasis on hygiene issues.

· Involved in Strategic Planning and implementing of the Recruitment Process.

· Conducting preliminary interviews to ascertain candidate’s competencies, skills and, aspirations (based on work, position, salary and relocation etc).

· Ensuring the positions is closed within the stipulated time frame (TAT Lines). 

· Ensuring overall proper co-ordination in the recruitment process. 

· To manage current and past candidate database.   

HR Operations:-

· Preparing relevant offer documents and processing the same for offer roll out.

· Responsible for pre- employment verification.

· Processing joining formality documents.

· Maintaining Personal Files of the employees.

· Collect and review the training feedback reports from the employees & maintaining the track sheet.

· Handling the joining formalities of the prospective employees.

· Co-ordination for Bank Account Opening for new joinees and making arrangements for the ID Cards & visiting cards.

· Arranging Induction program for the newly hired employees.

· Obtaining feedback from HOD for employees completing One Year & final recommendation by Functional Head & HR Head on confirmation, extension of probation or termination and accordingly issuing the letter.

· Logging the case, conduct exit interview & preparing report for the same; Identify and analyzing major causes of attrition and provide inputs to senior management.

· Create & release monthly organizational Newsletter as per timelines.

Ensuring Smooth Exit Process:

· Ensure that Employees who are in exit phase are properly attended and guided about the Exit Process. 

· All their issues are properly addressed thereafter. 

· Internal Customer Satisfaction:  

· Addressing employee queries issues and concerns proactively. 

· Escalating the same and following up for closure where required.

Payroll and Time Administration: 

· Work with central Compensation & benefit team to ensure proper payroll administration & Time management

· Timely salary administration 

· Payroll related issue resolutions.

Statutory & Compliances:-

· PF  Preparing PF challans on a monthly basis, helping employees in getting the same transferred & created for themselves & nominees there-in. Grievances Handling.

Management Training Program (Post Campus Hiring Activities):-

· Issuance of Joining Kit (offer letters, Appointment letters, Induction, HR Policies) to Management trainees on the date of joining.

· Preparing the Management training program agenda for the 6 months after consulting Sr. Management team.

Inboxops Systems Pvt Ltd (Previous known as Faraji E-consulting Pvt Ltd)       
 June 2010 – Till August 2015
HR Manager
Roles & Responsibilities

Recruitment

· Manpower planning finalization with the BU heads. Employee strategic recruitment process and standardization with the cost effective methods. Concentrate on Quality hiring.
· On Boarding
· Issuance of appointment letters by verifying the employee’s documents and papers. 
· Ensuring complete induction and on-boarding for all the new employees with special emphasis on hygiene issues.
Performance Management System
· Plan, modify and implement strategy for HR management and development.
·  Focus on performance and people productivity. 
· Initiate & Coordinate with mangers for data for PMS (Six monthly)

· Ensuring entire appraisal cycle completion on time with emphasis on value creation for employees through constructive feedback and rewarding suitably.
· Process appraisal cycle and accordingly revise the salaries and Issue the letter increment/promotion/demotion)

Training and Development

· Need analysis: Based on the need analysis and feedback mechanism of previous appraisals, responsible for arranging the training for employees. 
· Designing & suggesting cost effective & result oriented training programs. Monitoring the progress for getting effectiveness of each training program through the individuals & line managers.

· Getting gaps for training needs closed.

· Coordination, Making all the arrangement for Inbound and out bound training program

· Conduct the training (Soft Skills/Business etiquettes)
· Competency mapping also for need analysis.

· Developing skill matrix.
Talent Development
· Identifying high potential candidates and career planning for their future progress.

· Keeping leadership pipeline ready.

· Keeping High potential employees highly engaged.

HR Data

· Creation and Update of employees HR records, HR Master, etc. 
· Maintaining analysis of entire data in terms of value for per employee cost, cost to company per employee and also the financial data pertaining to employees.
HR Intervention in Business

· Liaise with other functional / departmental head so as to understand all necessary aspects and needs of HR development, and to ensure they are fully informed of HR objectives, purpose and achievements.

· Maintain awareness and knowledge of latest HR development theory and methods and provide suitable interpretation to directors, managers and staff within the organization.

· Plan for employee’s performance appraisal; job evaluation and development, and issuing the required letters accordingly. 
· Development of HR policies, procedures (Forms, handbook/ manual etc.).

· Handling payroll and leave management system. 

· Taking care of Performance improvement plan prepared for all the departments. 

Employee Engagement & Grievance

· Grievance handling and counseling the employees if required.

· Taking care of all the awards processes. 

· Leading all the employee welfare, social and employee engagement activities.
· Talent Engagement  i.e. events(wellness, sports and fun), rewards and recognition initiatives implementation to motivate employees

· Maintain employee relation through addressing employee quires and issues

Employee Exit: 
· Attrition Analysis

· Stay Interview

· Exit interview

· Responsible for employees overall exit formalities like separations, resignation addressing, defining knowledge transfer process with the line managers, finalization of relieving date in concern of DU Heads. Helping employees to get clearances from various departments, preparing “Full and Final Settlement”, relieving letter and Experience Letter. 

· Vendor Management

Payroll Administration:
· Help Process the payroll for Employees

· Medical Bills

· Medical & Insurance Data Addition, Deletion, Claims & Discrepancies

· Complete operation of Leave & Attendance System / Software

Reports:
· Recruitment summary & Head Count Reports on weekly basis

· Updating of Employee Personal Files

· Maintaining databank of potential candidates

Fiserv India Pvt Ltd      






November 2007 – February 20 10
Sr Business Associate/HR Spoc
Key Functions:

Process:  Collections from 4th September 2008 till 5th February 2010 (Outbound calling for collections of bad debts)

· Was awarded The Shining Star for Quater 1 in the year 2009.

· Have been responsible for the Employement Engagment Activities for the process.

· Conducted various events on the floor,

· Fiserv Riders,       

· Dance Competition,

· Anthakashri Competation.

·  Also helping the Human Resource team in various employee engagement activities.(HR activities specailly in induction for the new joines)

Process:  Verifications 20th November 2007 till 3rd September 2008 (B2B outbound call for verification of Workers Compensation Claim)

· Achieved Targets each month as per client expectations.

· Keeping abreast of new updates and developments related to process 

· Participating in team meetings and other team events.

· Handled outbound call queries of the advisors on the floor. Working as floor support.  Working on a project, which deals with medi claims Facilitating, Mentoring new joiners, Team meetings and coordinating

· Special events.

Mphasis an HP Company Pune





   March 2006 – November2007
Sr Customer Executive 
Major Responsibilities:
· Worked with Abbey (a banking process) one of the oldest bank of UK

· Handling the queries of the clients of UK having their bank account with abbey.

· Providing floor support to the advisors on the floor & monitoring the call & providing adequate feedback.
 Blossoms Enterprises, Ahmednagar 

October 2003 - March 2006
HR Recruiter

Key Functions:

· Recruitment & Selection 

· Contractual employee staffing

· Training & Development

· Handling of inbound queries of customers 

· Queries of dealers appointed by the Premium Dealers. 

Education: 
· Masters In Personnel Management from PIMSE (Pune University 2009)

· Bachelors in Arts, Pune University (2005)
· Computer Diploma Course in Office Automation
Technical Skills:
· HR Tools used in IT industry, MS Excel, Word, Power-Point, Outlook, 
Strengths:
· Good communication, Effective coordination, Strong grasping power, Confident, Good at people management, able to work under pressure
Educational Qualification
· PMS – Performance Management Systems (HR Excellence Pune)
· MPM –Masters In Personnel Management  
    
Personal Details:

· Name: 

Abraham 
· Date of Birth: 
9th April 1982
· Nationality:
           Indian

Extra Curricular Activities:
· Involved in Social activities, traveling, always eager to explore new things

· A special 3 Year Vocational course completed during Graduation
· Having quality of group leader, enjoying working in-group
· Take interest in sports including Football, Cricket and Chess
· Ability to work under pressure, meeting deadlines & target

