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I am hoping to acquire a challenging human resources management position where I make use of my extensive experience in the field to handle staff recruitment and promote employee relations to increase the overall effectiveness of your company’s workforce.
Proactive, diligent and multi-skilled professional offering 7+ years of experience in HR & Administration. Currently associated with Charbhai Bidi Works, Hyderabad, A.P.
· Deep understanding of HR domain with focus on delivering HR solutions
· Developing the Policies and procedures for organizational benefits and evaluating them on a time to time basis for revisions 
· Plan & manage recruitment process, training, human resource development in the period.
· Run the yearly drive of promotions, increments and bonus
· Leverage analysis and business insights to drive organizational improvements and best practices

· Skilled at creating and maintaining reports that allows the company to get information on daily business activities

· Support Division in the management of personnel and a bridge between the senior management and the employees in the company 
· Ensure HR policies are aligned with company's business objectives
· Liaison and comply with all the legal and statutory processes
· Review the  Office expenditure budget for approval

· Review the Contracts of staff, maintenance & negotiate them for approval

· Lead the administration department and provide administrative decision‐making and support for the company.
Competency Matrix

· HR Management
· IR Management
· Policy preparation & Implementing

· Evaluation of work
· Liaise with Statutory Bodies 
· Business Development
· Strategic Planning
· Analytical & Problem solving Ability

· Quality Assurance 
· Efficient Planning & Execution Skills 

· Result-driven Work Approach 

· Strong Work Ethics

Educational Credentials

· MBA (HR & Finance) from Vivekananda School of PG Studies, Osmania University
· ​B.Sc (Mathematics, Statistics & Computer Science) from New Science Degree College, Osmania University 
Training / Seminar 

· Seminar on Project Management 

Career Highlights 
· Career building of more than 1000 staff at different production units
· Implantation of IT at 26 manufacturing Centers by which the Information flow increased for easy decision making. 

· Policy preparation and reviewing existing policies which are outdated. 
· Efficiently standardized the Administration procedures in all locations of the Company 
· Achieved Applause Award for contribution towards new hire training in 2008

· Successfully implemented rewards program for appreciation of Employees

Professional Background 

CHARBHAI BIDI WORKS, Hyderabad, AP




     (Aug’10 – Aug’ 14)
HR & Administration Executive Officer (Reporting to CEO)
Key Deliverables:

· Providing a professional and efficient recruitment service by identifying and appointing potential candidates at junior, mid levels and Executives in all required departments such as Finance, IT, Sales & Marketing, Maintenance and Procurement.
· Initiating Performance Appraisals for all the employees and evaluating them for the career development of the employees in accordance with the company policies.
· Ensure compliance of all policies and procedure across the company and seek approvals where deviation is required.
· Verify and cross check the input and security of the integrated HR and payroll system in respect of salaries, allowances, deductions, the timely issue of the monthly computer trails and payroll control lists are reconciled prior to final payment.
· Conduct monthly meetings to address various employee issues related to work environment.

· Lead the administration department and provide administrative decision‐making and support for the company.
· Providing guidance to junior staff in processes related to Leave, Payroll, Training & Development etc.
· Reviewing various types of HR and admin related letters before issuing to Statutory Authority.
· Implement cost control procedures to achieve the goals of the organization within the set budget.
· Spearheading a team of 26 associates at different production units and assisting them to achieve the goals of the company.
· Actively involved in reviewing of Job Descriptions for all positions before finalizing.
· Initiating Disciplinary process on employees with misconduct.
DELOITTE FINANCIAL SERVICES INDIA PVT LTD, Hyderabad, AP
        (Dec’06 – Jul’10)
Analyst (Reporting to Manager)
Key Deliverables:

· Involved in full recruiting life cycle & end to end recruitment.

· Short listing the resumes based on the job description and conduct preliminary telephone interviews for various positions to identify qualified applicants. 

· Maintained Personal files, Time record and Leave records of all employees.

· Reference checking, salary negotiation, issuing offer, piloting induction and joining formalities.

· Maintain the HRIS database and generate scheduled or requested reports to Manager.
· Advertise employee job openings first, internally, and then, externally, in keeping with company recruitment policies. Manage the logistics of the recruiting process.
· Schedule interviews for the hiring manager and Human Resources. Schedule additional interviews as needed.
· Responsible for evaluating the staff during year end and coordinating with different teams for getting the information of the Staff
Projects Executed 
· Comparative analysis of Mutual Funds in India for Kotak Securities, 2006 
· Market Research for the launch of New Product Shee-Shee (baby nappies) MMRC, 2005
· Customer Relationship Management for Primus (ISP provider), 2004
Co-curricular Activities 
· Actively participated in 2 day workshop on Project Management from PMI, Pennsylvania (Pearl City Chapter, Hyderabad)

· Spearheaded as Event Manager for the inter-collegiate meet SUI_GENERIS 2005 organized by Vivekananada School of PG Studies 
· Participated in Economic Times classroom BIZ QUIZ conducted by Economic Times

· Scored highest marks in “Quantitative Techniques for Decision Making” (93/100) in second semester
IT Proficiency 
· Proficient in the use of MS-Office (Word/Excel/PowerPoint), Internet, Emailing   & Microsoft Outlook.
Personal Profile

Date of Birth:

13th January, 1982

Languages Known:
English, Urdu, Hindi & Telugu
Nationality:

Indian

Current Location:

Dubai

Visa Status:

Visit Visa
Location Preference:
UAE
References:
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