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Career Progression
9 Years’ of experience in HR Department
· 4.4 year as HR Manager at Span Services. 

· 2.9 years as HR Executive Operation’s specialist at Siemens Information Systems Ltd.

· 11 months as HR & Admin Executive at Vista Infotech Pvt Ltd.

· 1 year as Admin Executive at Unison.

Skills & Certifications
· Packages: SAP HR (Trained from Siemens India), ERP, Topcat HR Solutions.
· Applications: Microsoft Office - MS word and MS Excel, Excel.

Personal Information
· Nationality      :Indian

· Marital Status :Single
· Date of Birth   : 06-11-1981
· Blood Group   : O+ve.
· Hobbies           : Reading books and

                           Playing Cricket. 

· Language Known: English, Hindi.   

Highest Qualification

· MBA in HR from Sikkim Manipal University, duration from 2012-2014.
· Bachelors in Commerce from Bangalore University, duration from 2001-2004.

	OBJECTIVE

	· 
	Thrive towards creating an environment of strategic importance to Human Resources and aligning it with the business and thus contributing to the growth of the organization.



	· 
	SYNOPSIS 

	· 
	· Designing and Implementation of HR Policies and Procedures.

· Strong domain knowledge of Human Resource Management.
· Adept at research, analysis and execution of the HR Goals.
· Administrating day to day HR Operational activities with all the departments.
· Actively involved in Employee Engagement Activities and Grievance Handling.
· Experience in managing HR databases in versatile environment.

· Exposure in facing HR Audits, Compliance Audits.



	· 
	STRENGTHS

	· 
	· Proactive & Leads the team from the front. 
· Talent Acquisition till Mid Level Management.
· Administration of HR Operations without ambiguity.
· Running an error free HR Database Management with capacity of more than 2000+ employees.

· Management representative in addressing the issues at seminars and meetings. 
· Counseled and motivated employees to achieve Organizational goals.



	· 
	ACHIEVEMENTS

	· 
	· Designed and Implemented HR Policies and Procedures during ISO 9001 – 2000 Certification at Vista Infotech. 

· Recognized for streamlining HR Operations and processes by reducing manual work in Siemens. 
· Implemented Reward and Recognition Program in Siemens.
· Actively involved in HR Budgeting and Bench Marking in Span Services. 
· Timely closures of open vacancies.
· SAP HR database stream line during implementation of Global Shared Concept and centralization of HR.


	KEY DELIVERABLES
I  Duties and responsibilities at Span Services 

· Talent Acquisition – Determine the Manpower requirements and methods to achieve the targets, taking HR Round of interviews and making the Salary Negotiations.
· Employee Life Cycle – Monitoring the team members in completing the defined set of process with respect to On-boarding, Induction Programs, Probationary Confirmations and Annual Appraisals.

· Time Office Management - Over viewing the attendance and taking steps to curb any indiscipline. 

· Payroll Management –Responsible for an error free salary distribution, addressing queries and completing the statutory & compliances process. 
· Employee Engagement Activities – Conducting Sports & Cultural Activities and many further activities as and when the necessity is found. 
· Employee Attrition – Counseling the resigned employees and analyzing the causes and deploying possible means to curb it. To take exit interviews and administer the full and final settlement process. 
II Duties and responsibilities at Siemens Information Systems Ltd (German Based Company)
· On Boarding & Induction – Completing the joining formalities and Issuing the Appointment Letters after verifying the documents. Updating the new Joinee information in SAP HR Database. Briefing about the HR Policies in Induction programs. 

· Payroll Administration - This involves the following responsibilities  
1) Providing Pre Payroll inputs before SAP gets locked, which includes 

I. New Joinee Salary Information’s
II. Revised salary of existing employees
III. One time Payments like Incentives, Bonus etc

IV. Full and Final Settlement payouts.

V. Reimbursements of Bills
VI. Employee Personal loan and Salary Advances

2) Validation of Payroll reports before and after salary distributions.

3) Issuing Form 16 and Tax computation sheets.

4) Issuing No-due certificates for Exit Employees. 

5) Responsible for final salary settlements along with PF and Gratuity. 

6) Administering the full and final settlement process.

· Statutory & Compliances – Complying with various Labour laws and acts with respect to HR Department and facing internal Audits as per the Company Guidelines. 

III Duties and responsibilities at Vista Infotech Pvt Ltd
· Conducting joining formality.

· Maintaining employee personal files and employee HR Database.

· Collecting payroll inputs and timesheets from clients and Calculation of attendance. 

· Opening/Closing of PF accounts. 

· Preparation of monthly half-yearly and annual returns of PF, ESI, and PT.
IV Duties and responsibilities at Unison
· Handling Petty Cash.

· Vendor Management.

· Supervision of Customer Service Engineers. 

· Preparation of monthly half-yearly and annual returns of Sales & Service Tax.

	Note: All the information above mentioned is true to the best of my knowledge.
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