Ritesh 
Ritesh.357204@2freemail.com
HR professional having extensive 13 years of functional experience in HR Domain managing the management functions entailing Recruitment, Performance Management, Statutory Compliance, Organization Development, Compensation, Employee Relations and Database Management. 
	Career History

	1) Worked with Customer First Services (P) Ltd., Hyderabad as HR Executive 

(2004-2005).
2) Worked with E2S Technologies India (P) Ltd., Hyderabad, as HR Manager  (2005-2008).

3) Worked with HTMT Global Solutions Ltd., Durgapur as Asst. Manager – HR      (2008-2009).
4) Worked with Bethany School, Visakhapatnam as Maintenance Manager (2009–2011).
5) Worked with Empires Hotel, Bhubaneswar as HR Manager (2011–2015).
6) Working with Shababik Lebanese Restaurant, Jeddah KSA as HR Executive since 
     June 2015.
Core Competencies:
1) Recruitment and Selection
· Work closely with employment agencies for manpower requirement.
· Posting vacancies on the Notice board for internal referrals.
· Administering recruitment process and co-ordinating with employment agencies.  

· Introduced “New Employee Form” for joining formalities of new employees as per company requirement.
· Introduced orientation programme for new employees.

· Joining and Exit formalities.
2) Payroll Management
· Monitoring attendance through Time Attendance Software.

· Checking & Maintaining of Overtime & late coming reports.

· Coordinating & validating salary input with finance team.
· Maintaining Leave Accruals and records.
3) Employee Welfare

· Handling employee grievances and developing faith in employees towards the management.

· Educating the employees about company policies, rules and safety standards.

· Responsible for disciplinary action in the organization.  
4) Statutory Responsibility
· Liaison with Polyclinic’s for medical examination for new employees for the processing of Iqama (Residence Permit).
· Liaison with Health Department (Baladiya) and registering employees for classes and following up for Health Card.
· Registering employee with BUPA Insurance.
5) MIS & Administration 

· Responsible for new joining and creating Employee ID. 
· Introduced personal files for all employees as per company requirements.

· Formulated Employee Database System.

· Maintaining and updating employee’s database.

· Preparing of Employment Contract for new employees.

· Booking air tickets for employees going on Vacation.
· Booking air tickets for new employees.
· Exit formalities 
Highlights:
· Developed new employee documentation / data management process in Shababik Lebanese Restaurant, Jeddah; appreciated for the same

· Developed forms (Annual Leave, Sick Leave) to keep track of leaves availed by employees

· Reduced ticketing payments by introducing local vendor

· Introduced Attendance Justification and Overtime Forms to control overtime. 

· Received the “Best Employer of the Quarter” Shared Services (HTMT) for the quarter April 2009 – June 2009




	Academic Credentials


PGDPM 

  Xavier Institute of Social Service (XISS), Ranchi 
   2004

B.Com



St. Xavier’s College, Calcutta


   2001
WBCHSE (XII)

St. Xavier’s College, Calcutta


   1998
I.C.S.E (X)

    Assembly of God Church School, Ukhra (W.B)

   1995
 
	Personal Details


Date of Birth

: 
15th April 1978
Marital Status
: 
Married  

Languages Known
:
English, Hindi and Bengali
Expiry Date
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