PRANAL 
Pranal.359564@2freemail.com 

CAREER OBJECTIVE:  
To secure a position in human resources field that would entrust me with maintaining and enhancing the human resources and developing a strong professional team for organisation.
PROFESSIONAL SUMMARY:
· Post graduate in Human Resource (PGDM – HR).
· A performance driven professional with 4 years combined experience in HR and Administration activities.
· Ability to balance the employee relations with the management.
· Experience in handling field and factory employees.
· Drafting salary structure by keeping a check on the minimum wages act at factory locations. 
· Expertise in recruitment, performance management system, employee relations and day to day administrative activities.
WORK EXPERIENCE:
1. ARISTO PHARMACEUTICALS PVT. LTD :
Designation: Executive – Human Resource (HR) 


Working since – December 2015’ till date
Job Description:
· Writing Job description and accordingly determining job specification of vacant position.
· Posting ads in job portals like naukri.com, monster.com regarding any vacancy.
· Scrutinizing resumes from internal job portal of the organization and forwarding it to the respective head of department.
· Lining up the interview schedule.

· Providing the job description to advertising agencies for posting walk in interview ads in various newspapers.

· Coordinating with consultants for closing the vacancy. 

· Generating new employee code.

· Maintaining complete employee database by adding their details in the internal data system.

· Keeping a track of department wise employee strength and any vacancy on monthly basis by generating reports in excel sheet.

· Scrutinizing employment forms filled by applicants.
· Verification of employment documents like education certificates, experience letter, salary structure etc.
· Calculating salary hike with respect to the previous employer and reference check.
· Issuing offer letters upon selection and successful documents verification.
· Drafting salary structure and forwarding it to accounts department for salary disbursement.

· Issuing appointment letters and drafting salary structure on the basis of the CTC.

· Sending performance appraisal forms to the respective HOD for confirmation, probation and yearly appraisal purpose.

· Drafting and issuing confirmation and probation letters to the employees and trainees.

· Participating in the yearly performance review process of factory employees from Sikkim, Mandideep, Daman and Baddi (around 1000 employees)

· Drafting and issuing promotion letters on yearly basis.

· Drafting and issuing resignation acceptance letters of resigned employees.
· Drafting and issuing experience letters.
· Conducting exit interviews of resigned employees and intimating accounts department for full and final settlement.

· Keeping a track of daily attendance of head office employees and intimating HOD on a daily basis.
· Making tour plans of manager HR and booking flight tickets and hotel arrangements.
2. MICROGEN HYGIENE PVT. LTD :
Designation: Executive – HR and Admin

Working since – May 2013 to December 2015
Job Description:
· E-Reporting System : (Performance Evaluation)

· Issuing new user id and password to new field employee
· Analyzing the field employees performance
· Checking the Tour Plan submission 
· Determining Call Average and Tour Plan Deviation

· Conducting Daily Work Report analysis 
· Tour Expense Auditing :
· Checking the tour expense of the field employees

· Verifying it from the manager

· Entire Recruitment Cycle :

· Drafting the Job Description for various positions 

· Screening the CV from job portal

· Sending the CV to the concerned authority for approval

· Conducting telephonic interview of shortlisted candidates.
· Finalizing the final interview date and venue.
· Issuing the offer letter after selection.

· Giving Induction to the new joinees

· Completing Joining Formalities

· Documentation and reference check

· Conducting the exit Interview 

· MIS Updation :
· Updating employee database

· Allotting employee code to new joinee.

· Adding the employee details in MIS

· Updating the resigned employee details

· Employee Engagement and Relation :
· Sending welcome mail to the new joinee.
· Sending birthday/marriage mails and gifts to the employees

· Sending appreciation and condolence mail
· Contribution towards Microgen Hygiene Pvt Ltd :
· Designed the Performance Appraisal form
· Administration duties  :

· Travel Arrangement for employees and top management

· Ticket booking for the employees

· Finalization of the venue for various meetings and conferences
· Hotel Booking for meetings

· Taking care of stationery requirements of all the departments
· Dispatching the marketing inputs like Literature, visiting cards working bags to the employees on time to time basis (PAN India Basis)
· Office maintenance work (Computer, A/c servicing follow ups with the vendors for AMC).
· Coordination for the payments of the Utility bills of the office by keeping a track of the due dates
ACADEMIC QUALIFICATION:
	Credentials
	Institution
	Year of Completion
	Percentage

	PGDM ( HR )
	Guru Nanak Institute of Management Studies (Khalsa College), Mumbai
	April 2013
	72 %

	GRADUATION (BMS)
	SIES, Mumbai
	April 2010
	72

	HSC
	SIWS, Mumbai
	February  2007
	77.50

	SSC
	King George, Mumbai
	March 2005
	65.73


HOBBIES & INTERESTS:
Playing and Watching Football
TECHNICAL PROFICIENCY:
MS Office and Internet proficient
