














Objective:

A dedicated professional with knowledge and proficiency in various disciplines of HR and Admin; seeking a challenging position with a reputed organization. Presently in UAE on a Visit Visa until May 2017 and available to join immediately.
Career Overview:
· A competent professional with about 7 years of experience with an extensive background in HR Generalist affairs.

· Proficient in analyzing, developing and overseeing smooth implementation of HR policies, planning, performance management, recruitment and selection, induction, budgeting and reporting, orientation and development of new employees in the organization

· Introducing & managing organizational changes to enhance organizational effectiveness and employee commitment & morale.

· Adept at maintaining employee relations & handling employee grievances thereby promoting a healthy organizational environment.

Core Competencies and Experience:
Talent Acquisition:

· Managing the complete recruitment life cycle, identifying various sources of recruitment, short listing candidates, coordinating & conducting interviews, salary negotiations, etc across all levels and functions.

On-boarding:

· Coordinate with different departments and accordingly, plan and conduct induction and joining formalities for all new joinees. 

· Facilitate work area allocation and ensure ease in the joining process.

· Conduct regular connect sessions with them to help them transition in the system.

· Conducting background verification and reference checks for new joinees.

HR Policies

· Preparing policies and processes for smooth functioning of the organization and revising the existing ones to accommodate the business needs of the organization while effectively ensuring employee welfare is not compromised.

Performance Management:

· Extensive experience in managing performance appraisal, right from deciding on the right process for appraisal to setting up the appraisal process to managing the entire appraisal process at a pan India level.

Employee Engagement:

· Initiate, plan and conduct engagement activities for the employees at regular intervals to keep up the engagement level and break the monotony.

· Conduct regular meets with different group of employees.

· Preparing and maintaining the engagement calendar and budget for the events.

Training & Development:

· Coordinating with various departments and organizing training programs for employees.

· Preparing training calendars and presentations for imparting training.

· Preparing training material and conducting various trainings for employee development.

· Keeping track of project related training being conducted across India simultaneously, ensuring availability of trainers and training material. 

· Ensuring proper documentation to meet ISO requirements.

Compensation & Benefits:

· Preparing and maintaining data pertaining to leave and attendance, loan, advance, etc for processing payroll.

Rewards and Recognition:

· Formulated and implemented a Rewards and Recognition program for employee motivation.

· Identified employees who have performed outstandingly and recognize their efforts.

Employee Relations:

· Maintaining an easy channel for employees to communicate and create a healthy work environment.

· Ensuring employee satisfaction, resolving employee queries and prompt resolution of grievances.

· Established internal processes for grievance management, counseling and performance improvement.

Employee Separation:

· Conducting Exit interviews and processing Full & Final Settlement.

· Issuing various forms and ensuring a smooth exit for employees.

HR Budget
· Preparing annual HR budget.
· Tracking the expenses and ensuring that the spends do not exceed the budgeted amount.

HR Operations:

· Preparing & issuing various letters of employment like Offer letters, Appointment letters, Confirmation letters, etc.

· Preparing job descriptions, KRA's and KPI’s for employees.

· Maintaining and updating employee records.

· Ensuring standard processes are being followed as per ISO requirements.
· Liaising with various vendors and consultants.

· Preparing and updating Organization Charts and periodic HR reports.
Employment Chronicle:
Organization:  Praxis Interactive Services Pvt Ltd


Period: Jan 2015 – Feb 2017
Designation: Sr HR Executive
Highlights: 

· Handling a team of 3 and heading the HR Department.

· Successfully implemented a rewards and recognition program for employee motivation.

Organization:  Wcities Content Solutions India Pvt Ltd


Period: May 2013 – Oct 2014
Designation:    HR Executive 
Highlights: 

· Managing the entire HR function as the sole HR at Wcities Content Solution India Pvt Ltd. 

· Set up an Internal Complaints Committee in accordance with the Prevention of Harassment at Workplace Act.

· Started with training initiatives in the organization
· Received appreciations on various initiatives undertaken for employee engagement.

Organization:  Nickunj EDM Wires & Consumables P Ltd

Period: Jul 2011 – May 2013

Designation:    HR Executive

Highlights:

· Overseeing entire HR activities at a pan India level.

· Single handedly prepared KRA's and designed and implemented performance appraisal process.

· Effectively brought a change in the salary preparation process so that the time taken was reduced from 3 days to 1 day and payslip processing from 3 days to half a day.

Organization:  Vakrangee Softwares Ltd 



Period: Jul 2010 – Jul 2011

Designation:    Executive - HR

Highlights:

· Given the responsibility to manage the entire HR activities for the UID project including manpower planning, resource allocation, training and vendor management for contract employees, etc, within 7 months of joining.

· Designed and implemented the appraisal system in the organization.

· Interacted with the Department Heads to discuss manpower requirement, prepared Organization Charts for the Organization. 

Organization:  Epsilon Consulting 




Period: Feb 2008 – Aug 2008

Designation:    Recruitment Consultant

Summer Internship:

Company Name:
Tata AIG Life Insurance Company Ltd 
Project Title:

Analysis of Training Needs at Tata AIG Life Insurance 
Project Duration:
2nd May 2009 – 8th Jul 2009
Project Profile:
Project required to provide an analysis of the process of Training and Development practiced at Tata AIG Life Insurance in order to understand the current Training Programs followed and to give suggestions so as to make improvements.

Winter Internship:

Company Name: 
Clean India Group
Project Title:

Designing Organizational Policies, Employee Handbook and HR Manual
Project Duration:
25th Jan 2010 – 24th March 2010
Project Profile:
The project required to formulate individual policies like the Maternity Benefit Policy, Medical Reimbursement Policy, Education Allowance Policy, Attendance & Leave Policies, Travel Reimbursement Policy, etc to name a few. Based on these policies an Employee Handbook and HR Manual were to be prepared.
Also, gained an opportunity to prepare Job Descriptions and Job Specifications for employees in the Mumbai office.

Final Year Project:

Project Title:

Designing and Administering Employee Attitude Survey

Project Profile:
For this project a survey was undertaken with the employees of TechnoClean Pvt Ltd, whereby, their satisfaction levels were sought and analyzed. 

Academic Credentials:

· Masters in Management Studies from Mumbai University, 2008 – 2010

· Bachelor of Science (BSc) in Chemistry from Mumbai University, 2004 – 2007

· Diploma in Computer Applications from Sterlite Training Institute, 2002

Academic Achievements:

· Won first place in Lala Lajpatrai Management Institute festival event named HR Maggadon in 2009

· Participated in the International Management & Research Conference 2009 held in HK Institute of Management & Research

Personal details:




                      
 

Date of birth:             29 Jan 1987                                      

Gender:                      Female

Nationality:                Indian
Marital Status:           Married

Languages Known:   English, Hindi, Marathi & Konkani                                                                               




Sharon 


Sharon.354966@2freemail.com











