SUPRIYA 
SUPRIYA.348748@2freemail.com 
OVERVIEW 



To pursue a growth oriented and long-time career in HR, Payroll process with a progressive company that provides a scope to apply my knowledge and skills that would help me contribute my best to the organization.  
CORE COMPETENCIES 


Professional Experience (4 yrs)


Currently Working as an Assistant Manager- HR with SBP Resources Pvt. Ltd. (MNC) since 1st July’2015, New Delhi, India.
About Company:-

It is a modern Hi-Tech enterprise which commits itself in research and developing, deals with IT products, manufacturing, system integration .  
My Current Role and Responsibilities:-
    RECRUITMENT:

· Recruitment and Selection

· Sourcing candidates using job portals, employee referral, consultancy, taking telephonic round
   JOINING:

· Responsible for entire process of joining formalities.
· Sending a welcome mail to new joiners, Provide Joining kits –Form fill up and follow ups, Documentation, File Management, provide guidance to proper filling PF Forms & ESIC, Maintain Employee Master sheet for records.
· Make the coordination with various departments. opening of salary accounts

· Provide an offer letter, appointment letter, contracts and agreements.

· New Joining E-mail ID creation, ID cards records, Taking care of Visiting cards issuance.
    EMPLOYEE ENGAGEMENT AND EMPLOYEE RELATIONS:
· Sending Birthday Email to on rolls employees and contractual associates. Celebrating festivals.

    ATTENDANCE SHEET MAINTAIN AND LEAVE MANAGEMENT:

· Attendance downloads fortnightly and updating in records, Leave encashment.

    PAYROLL PROCESSING:
· Prepare Payroll inputs

· Designing compensation structures for Employees after critically analyzing the relevant. Maintain Master compensation sheet.

· Maintain HR MIS weekly.

    PERFORMANCE APPRAISALS:

· Timely update for 3 monthly performance feedback forms and annual appraisal form.
· Prepare confirmation letter

· Prepare an increment sheet, appraisal letter. 

    POLICY FORMULATION:  
· Incentive policies- Making and renewal.

· Leave policy.

    EMPLOYEE EXIT:
· Sending Exit Kits to resigned employees, maintain Ex-employees MIS.

· Getting sign on Exit Clearance form by HOD`S, Submission of Exit clearance form in accounts.

· Sending F & F statement to concerned ex-employee and forwarding for cheque issuance to accounts

· Prepare Experience & Relieving letter

· Reminders for separation note. 
· Employee care- satisfactorily addressing queries and concern of employees. Coordination with the ex- employees for proper documentation for easy PF withdrawal, UAN release from PF consultants.

    2) June 2014- June 2015- DSDC Pvt Ltd-(NGO) Noida, India.
      Designation: Sr. Coordinator HR, Role- Generalist

      Job Profile: A generalist role handling end to end HR activities

· Responsible for entire process staring from joining formalities to exit Formalities, Induction, Training schedule, full and final settlement of employees and associates.

· Sending a welcome mail to new joiners, Prepare various letters-offer letter, appointment letter etc.

· Make the coordination with various departments. Prepare an Induction schedule for the respective employees.

· Enhance employee relations through motivational activities e.g. celebrate Birthdays, celebrating festivals; organize a game on Saturday and many more. Rewards and Recognition programme.

· Attendance coordination, calculating the salary as per the attendance sheet. Leave management.

· Managing salary data of payroll and non-payroll employees.

· Prepare salary breakups as per company’s structure. 

· Handle all pending issues on phone, in person with all the existing and non- existing associates.

· Taking care of exit formalities, both payroll employees and non-payroll associates. Final settlement processing for employees and associates till leaving the organization.

   3) August 2012-March 2014- Imarat Real Estate Developers Pvt Ltd- Executive- HR- Bhubaneswar, India.
      Job Profile: Handling Recruitment, Attendance coordination, Salary processing, Administrative work.
      Role & Responsibilities:

· Responsible for employee life cycle Process from handling recruitment, Screening of Resumes, selection, induction, new hire formalities. Set up meetings and interview schedules as part of recruitment process.

· Organize an employee training and Induction schedule.

· Attendance coordination and salary processing. 

· Maintain the training budget and HR department general expenditure and providing full administrative support to HR Team.

    EDUCATION and CERTIFICATIONS

· MBA (Human Resources) from Sikkim Manipal University , India (2010-2012)

· B.A. Hons from Calcutta University, India in 2004-2007.

· Class XII from K. Thermal Power Plant High School, Kolaghat, State- West Bengal, India in 2002-2004.

· Class X from K. Thermal Power Plant High School, Kolaghat, State-West Bengal, India in 2000-2002.

· HR Generalist Training from Spectrum Infogain Services, Noida, India in 2014 (6 months Training).

Objectives: Talent Management, Training and Development, Statutory Compliance, Compensation and Benefits.
     INTERNSHIP:

    Title: A study of Organizational culture OCTAPACE profile 

    Company: JK Paper Ltd.

· A Study of Organizational Culture.

· A Study of HRD Culture                                   
    PERSONAL VITAE 



      Address                    : Block-B, Sec-22, Noida, Uttar Pradesh-201301, Country- India. 
     Date of Birth
    : 1st May, 1987                          
     Languages Known (Written and Oral): Hindi, English, Bengali, Oriya
     Passport:        Yes
    Current CTC: 4.20 LPA
     Notice Period       : 7-15 Days [image: image1.png]
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