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Executive Summary

Over all 5+ years of work experience as an HR Generalistin an IT & Manufacturing industry in India.
Good team player with strong communication & management skills. 
Professional Work Experience
ZS Associates (India) Pvt. Ltd., Pune – HR Generalist   (November 2014 to November 2016)

· Onboarding ofEmployees& Contractors – Screening of documents, explaining and documentation of various forms, new joiners induction, documentation of records in personnel files, etc.

· Campus Offer Letters – Preparation of Campus Offer letters- prepared more than 1000 letters.

· Labour Compliance – Filing timely returns in coordination with the third party agent.

· Provident Fund – Coordination with employees and consultant for PF withdrawal, transfer, nomination, EPFO Forms. Follow ups for pending cases, corrections,etc.
· Insurance – Collating data for group health Insurance for new joiners and their nominees on monthly basis.
· Exit – Preparation of experience and relieving letters on monthly basis.
· Payroll – Preparation of the payroll data wrt to HR and coordinate with the payroll team.
· Personnel File Management – Maintenance of personnel records, faced audit by external auditors.
Sungard IT Availability (India) Pvt. Ltd., Pune – HR Consultant (February 2013 to November 2014)

(On Rolls of Shubha Systems Pvt. Ltd.)
· Onboarding ofEmployees – Screening of documents, explaining and documentation of various forms, new joiners induction, documentation of records in personnel files, etc.
· Maintenance of Employee Database – Enter and maintain records of all employees in excel as well as Oracle system.
· Background Verification - Case Initiation with Vendor, follow up, reporting and Invoice handling, updating of tracker, flagging and clearing discrepancies
· Vendor Management - External Vendor Tie ups, agreements, monthly invoice processing, coordination. Coordination with various vendors for conducting trainings for employees.
· Global Mobility – Seeking details of employees travel for business travel questionnaire, guiding and helping the employees with the VISA process (Tied with travel agent), preparation of covering letter, port of entry, India invite letter, updating VISA tracker.
· Employee Engagement– Planning and managing Employee Engagement Activities. Member of Fun Committee for employee engagement& CSR Committee.
· Confirmations - Co-ordination with managers for confirmation of employees post their probation period, preparing confirmation letters and documentation of the same.
· Induction – Program and schedule mailer; coordination with participants and presenters, updating of presentations, arrangement and coordination for snacks, etc.
· Off boarding of Employees–Updating the exit tracker, sending the exit mailer to employees and managers, preparing the service certificate, preparing warning letters for absconding cases, etc.
· Reports – Monthly provisions to finance for HR & Recruitment team, list of new joiner’s and separated employees for each month to Admin & Finance Team.
· Provident Fund – Coordination with employees and consultant for PF withdrawal and transfer. 

Tata Yazaki Autocomp Pvt Ltd., Pune – HR Officer    (February 2010 to August 2011)

· Time Keeping:The role & responsibility - Overall supervision and smooth functioning of Time Office wrt following activities:
· Monitoring time office activities: Leave records, Overtime records, bio-metric attendance system.

· Payroll (Outsourced): Independently coordinating payroll activities of 5000+ employees and preparing the payroll inputs, Liaison with Union, Workers & Staff about Salary & Wage Problems, Co-ordination with 4 different locations BU’s situated in India – Sanand, Rudrapur, Bangalore & Jamshedpur for payroll inputs and consolidation of data, Liaison with Accounts Department for timely payments. Ensuring all statutory payments.

· Employee Engagement Program: EEP program includes: Weekly Birthday celebration, various competitions like People’s Month Celebration, Industrial Sports Activity Co-ordination, etc.

· MIS: Analysis of data & MIS reports including different reports such as Daily headcount & overtime report, monthly Overtime Report, New Entrant’s meet, Payroll data, Late Coming Report etc.

· Welfare Activities: Crèche, Dispensary, Was active member of Crèche Committee, Women’s Grievance Redressal Committee,)

· Employee Records: Maintaining & Updating Confidential Records and Personnel Files.
· Preparation of Letters: Salary Certificate, Address Proof, Confirmation Letter etc.  Assisting in preparation of all disciplinary letters like warning letter, show cause notices, (Warning Letter, Charge-Sheet, Notice of Enquiry) termination.
· IR & Statutory Compliances:

· Maternity Benefit’s: Ensuring all provisions are complied wrt Maternity Benefit Act, 1961.

· Release of timely Payment under the Maternity Act

· Liaison with Union, Workers & Staff about Salary & Wage related queries.
· Coordinating Medi-claim Insurance, Settlement of Claims on time, Renewal of Group Medi-claim, Group personal accident policy, Group Term life insurance policy etc.

SUMMER PROJECT: 
Keihin Fie Pvt. Ltd., Chakan– Project Trainee    (May 2012 to July 2012)
Project Title
:
“Study on Absenteeism & Attrition of New Trainees”.
Achievements    :

Identified the areas where improvements were to be made in order to reduce Absenteeism & Attrition of New Trainees and suggested ways to retain them based on data analysis.

STRENGTHS:
· Proficient in Microsoft Windows based software like Microsoft Word, Excel, and Power Point etc.

· Ability to deliver even under pressure.
· Adaptable, Eager Learner, Team Player, Optimistic, Trust worthy.
EDUCATIONAL QUALIFICATION:
· Masters in Personnel Management (MPM) with Higher Second Class from Pune University in the year 2013.
· Bachelor ofCommerce (B.Com) with First Class from Pune University in the year 2009.

· H.S.C. with First Class from Maharashtra State Board in the year 2006.
· S.S.C. with First Class from Maharashtra State Board in the year 2004.
PERSONAL DETAILS:

Date of Birth          
:
11th October, 1988
Gender                    
:
Female

Marital Status         
:
Married
*References available on request.
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