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 HR Specialist 
A competent professional with 5 Years of rich & diversified experience in Human Resource Management; Recruitment & Development, Grievances, MIS, Payroll, Compensation & Benefits, Training & Development, Policy Making & implementation, Welfare & Performance Appraisal. 
Proficiency Forte 


· Managing complete Recruitment life-cycle, sourcing the best talent from diverse source after identification of manpower requirements.
· Use various channel for sourcing- Jobsites, References, Headhunting, campus Recruitment & consultants.
· Conducting Interviews, Salary Negotiation using internal & external benchmarks & Offer letter roll out.
· Preparation of Job descriptions for new Roles/Designations.
· Implement an effective orientation program to assist new recruits to settle in their roles and reduce attrition rates.
· Training need analysis and Preparation of Monthly/Quarterly Training programs and ensuring the execution on time.
· Retain and develop human talent through Retention strategies 
· The implementation of functional policies, processes, procedures
· Ensure Departmental Standard Operating Procedures – SOPs.
· Development of tools and methodology to assess employee satisfaction morale across the organization.
· Maintain employee benefit administration such as leave records, medical insurance, and helping the employees in tax submissions.
· Implementation of a professional Performance Management System to measure individual performance and facilitate identification of training and development needs to establish a performance driven culture.
· Streamlining, coordinating and controlling HR processes to ensure maximum efficiency and minimum cost to the organization.
· Organizing employee engagement activities to retain engage and motivate employee morale.
Occupational Contour
Since 02-January -2012 with Future Group, Bangalore as HR Specialist. Designation: HR – Unit Head Store 
Reporting to Area Manager HR
· Recruitment and selection of Manpower requirements based on the gap.

· Assisting new associates to complete joining formalities and conducting induction program, Identifying Training needs Analysis.

· Issuing Offer Letter, Appointment Letter, Confirmation Letter, Relieving Letter, Transfer Letter, and Promotion Letter & Increment Letter.
· Coordinate and ensuring the issuance of Computer, swipe card, identity card, e-mail id and HRIS login to the new employees on the day of joining. Drafting Welcome Mail for all New Associates.
· Preparation of manpower report on a monthly basis. This helps to do manpower planning in a proper way and identify the gap position wise.
· Support  Monthly Business plans and ensure  sales and manpower productivity 

· Issuing and maintaining the records of identity /access cards, transfer letters, employment certificates.

· Handling Appraisal process across the various levels and assisted in establishing a framework for performance appraisal cycle.

· Responsible for various training function and training need analysis for different level.

· Responsible for HR Operation, Create, maintain & update employee records.

· Keeping track on Internal/External transfers, Probation & Confirmations etc.
· Responsible for processing payroll inputs and incentives calculation every month for all employees.
· Responsible for generating ESI numbers through online.
· Coordinating with payroll team for PF number generation and PF withdrawal for employees.
· Ensuring statutory compliances, Ensuring safety and welfare provisions under Labour Laws and ensuring no violation of any statutory application.
Attainments:

· Successfully undertook different Grievance & conflicts, handled gracefully with counselling & actions. 

· Played a major role in planning & implementing different methods for employee’s engagement.

· Controlled the attrition to a good extent as per the standards. 
· Implemented 5 s System in Future group
· HR – SPOC for Bangalore Region 

· Selected as Best HR in Future Group.
Company Name: Shahi Exports Pvt Ltd.

Duration: Nov 2009 To Dec 2011. Position: Executive – HR Reporting to: Deputy Manager - HR

HR Generalist   
· Obtaining Talent Requisition Form and understanding the manpower requirements of various departments across units.

· Sourcing resumes through internal and external sources and screening of resumes.

· Scheduling Interview in coordination with the technical panel, conducting interviews and screening of the candidates.
· Negotiation and Issuing the Offer of Employment to the selected candidates in line with the budgeted manpower.

· Meeting the manpower requirements as per the departmental objective.

· Responsible for the on time payment of consultancy charges. 

· Maintain recruitment data and all the related records.

· Maintain personal files and monitor details in the employee masters.

· Coordinate and ensuring the issuance of Computer, swipe card, identity card, e-mail id and HRIS login to the new employees. Drafting Welcome Mail for all New Associates.
· Opening of Corporate Bank Accounts for the new employees.

· Involved in Campus Recruitments for MBAs, B techs and Diplomas.

· Issuing various documents like Address Proof, Salary Certificate, etc to employees if and when needed.

· Issuing of Confirmation Letters to the employees on their successful completion of probation period.

· Attend to employee grievances and take necessary action in co-ordination with the concerned.

· Co-ordination of HR functions like PMS
· Taking care of the internship projects from assigning the project till the submission of the report.

· Drafting new initiatives or modifications in the existing processes.

· Effectively carrying out structured interactions with the employees.

· Analyzing the structured interviews feedback and informing the reporting Head regarding training requirements.

· Initiating and drafting policies and processes like employee referral schemes, induction manual etc.

· Conducting and coordinating monthly social ways, theme days and you n me programs for associates.

· Processing of medical claims, loans and salary advance.

Joining Formalities

· Ensure that the new entrant fills in all the declaration in the joining kit

· Placing new employees
· Introducing the new entrants through mails to all the associates of the organization.
Skill Summary 
· Good communication & interpersonal skills with ability to work independently as well as with a team.
· Proficiency in online search.
· Knowledge of spreadsheets & presentation skills.
· Proficiency in opportunity streamlines the Human Resource process.
· Positive attitude with ability to learn new challenges to enhance further learning & knowledge skills for betterment of business requirement and personal career.
· Good logical & quantitative ability.
· Skillful in maintaining excellent internal customer’s relationship for long term.
· Ability to effectively present information and solve issues related to employee grievances and queries.
· Knowledge of statistics, pivot table, Look-ups
Achievements
· Certified in Work Place Organization Method, KAIZEN “Change for the Better”, 5 S auditor
· Exposed to Lean manufacturing system.

· Exposed to QMS, ISO9001-2008 and SA 8000 certification process.

· Exposed to HR compliance audits.  

· Certified Counselor, By Dr.Raja Ram, NIMHANS Institute, Bangalore.
· Certified Trainer – Future Learning Academy, Bangalore
· Organized friendly cricket & Shuttle match with other companies.

Kaizens worked out for HR process improvement

· Kaizen pursues small changes that progressively move towards perfection.

· Letters generation online through software.

· Bank  insta kit for all New Associates. 

· Developed practical test paper for all interview process. Reduced time in recruitment
· Designed Induction handout for New Associates.

· Bank help desk every week for all Associates.
· Introduced Social Networking Recruitment
Achievements in Academic 

· Participated and won many prizes in various management fests conducted during academic year.

· Dissertation on Effectiveness of Training and Development of Employees.  
· Place
: “Bharth Heavy Electricals Limited, BHEL Bangalore.”

· Duration:   One month (19th March to 22th April 2009)

· Done a summer project in:”Organizational study At Exide Industries Limited”

· Participated Leadership Training Program  “ At Rudset Institute S. D.M Ujire, Mangalore.

· Participated National Level Management Fest “MANIT 08” at PESIM, Bangalore.

· Participated in the National Level Symposium “Indian Retail Challenge”.

	Trained in  SAP – HR


	· Recruitment & Hiring, Time Management, Payroll Management & Attendance. 


	Trained in HRIS, Oracle & Ten G
	·  Hiring & Reports


ACADEMICS
	EDUCATIONAL BACKGROUND



	MASTER OF BUSINESS ADMINISTRATION


	· Completed MBA (HR) With 1st Class from T John College, Bangalore, Affiliated to Bangalore University. 2007-2009


	BA 

	· Completed BA  in Journalism, English Literature  & Psychology from SDM College,  Ujire, Mangalore  University .2004-07


	


COMPUTER PROFICIENCY

Sex
: Male

Nationality
: Indian
Languages Known
: English, Kannada, Malayalam, Tulu and Hindi

Hobbies
: Listening to music, playing cricket, Volleyball.
DECLARATION

I hereby declare that the above details are true to my best of my knowledge.









Core Competencies:





Grievance Handling





Employee Engagement





Talent Acquisition





Induction & Training





Strategic Planning





Compensation & Benefit





Performance Management





Background Verification





Team Management





Coordination





Payroll





MIS











MS OFFICE (WORD, EXCEL, OUTLOOK, POWERPOINT)�
STAGE ONLINE PAYROLL SOFTWARE�
�
ADOBE PHOTOSHOP�
WINDOWS 2000/XP/VISTA/7


ENTERPRISE RESOURCE PLANNING (ERP)�
�


















