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PROFILE
Hardcore professional, self motivated in the aspects of HR, Finance & Administration. Able to focus on projects, develop strategies & meet or exceed deadlines. Strong rapport with personnel & associates based on knowledge, professionalism & integrity. Communicate & help in the development of a cohesive team structures & drive company visions into viable, realized goals. Computer proficient in a wide range of operating systems & software programs.
· HR Policies & Procedures, Strategies, MIS & Reports
· HR Budget & Manpower planning

· Staff Recruitment, Head Hunting & Retention

· Employee Relations

· Staff Training & Development 
· Performance Management

· Orientation, Negotiation & On Boarding

· Payroll, Compensation & Benefits

· Enterprise Management

· Operational Management
· Team Leadership & High-Level Relationship Management
JOB PROFILE


1. 

     Nature of Business  :  A+ Grade Restaurants, Real Estate, Retail & 





   Trading, Travel Agencies

     Period
:
January, 2013 – February, 2015
     Position
:
HR Specialist - Administration & Human Resources
Employees Strength :  200+
2. Company
:
STARHUB, SINGAPORE

     Nature of Business  :  Telecom Industry 

     Period
:
January, 2011 - December, 2012

     Position
:
HR & Finance Specialist
Employees Strength :  5,000+

3.  Company
:
PLASTICA INDUSTRIES LLC, SHARJAH, U.A.E. 
     Nature of Business  :  Manufacturing Industry

     Period
:
January, 2009 – Till August, 2010

     Position
:
HR & Finance Generalist
Employees Strength :  300+

4. Company
:
CITY CROWN SERVICES, DUBAI, U.A.E. 
    Nature of Business  :  Facilities Management

    Period
:
November, 2003 – December 2008

    Position
:
Admin, HR & Finance Executive
Employees Strength :  250+

5. Company
:
SPAN FORCE SDN BHD, KUALA LUMPUR, MALAYSIA

    Nature of Business  :  IT Industry

    Period
:
February 2001 – May 2002

    Position
:
Admin, HR & Finance Executive
Employees Strength :  15+

Scope of Work:

HUMAN RESOURCE RESPONSIBILITIES

· Recruitment  
· Ascertaining of staff requirement, skills to meet the organization objectives
· Preparation of job descriptions and duty statements as per the job category

· Advertising of staff vacancies in job portals / job consultants, assess and screen applications, interview applicants, administer selection process, preparation of reports, salary negotiations and make recommendations to the management about the staff appointments

· Tracks staff movement, attrition and vacancies and ensures vacancies are filled within stipulated time using the most effective and cost efficient method and sources

· Maintaining the personal records of staff related to salaries, reports etc.

· Implementation of MIS to record, maintain, plan and manage the organization’s human resources strategy

· Providing information to the management and employees on human resource policies and procedures including equal opportunity, anti-discrimination and occupational health and safety programme
· Cordial relationship with employees on career development, personal issues, working environment issues etc.

· Involving in staff welfare measures such as health programmes, social activities etc.

· Quality and Performance Management – Development of an employee-oriented company culture that emphasizes quality, continuous improvement and high performance
· Succession Planning

· Training & Development – Identifies critical employee training needs across the Company, designs the annual training calendar, supervises its execution and monitors the effectiveness of training 
· Implementation of KPI (Key Performance Indicators), SLA (Service Level Agreement), SIOP (Sales, Inventory, Operational Planning) EES (Easy Exit System), SMF (Service Management Framework), PR (Performance Review), PIP (Performance Improvement Programme), PA (Performance Approval (PA), Performance Evluation (PE), SOPs (Standard Operating Procedure) etc.
· Enhancing and involved in technical recruiting, executive search, team management, program management, HR Solutions, talent acquisition, process improvement etc.

· Setting of HR policies & procedures of an organization in conjunction with development and learning team, providing coaching to managers on difficult and complex issues. 

· Reviewing and revising HR policies in compliance with changing or new legislation. 

· Collecting ongoing information regarding satisfaction of employee on salary packages and wage, working conditions, etc. 

· Receiving employee complaints and acting accordingly to resolve them. 

· Maintenance and dealing with ISO standards
· Defining the learning strategy and recruitment, setting high standard principles and providing likely solutions. Providing pragmatic and consistent guidance and advice to managers on grievance, attendance, disciplinary, and performance issues.
· Raising proactive issues, identifying practical solutions to complex and diverse HR issues, and recommending appropriate action plans. 

·  Compiling and managing case management
· Performance Management – Job evaluation, job analysis, performance appraisal
· HR Financial Activities – Pay Roll, WPS Salary Transfer, Overtime (Normal & Holiday), Leave Salary, Gratuity, Air Passage etc.

· Development of HR Department (Forms, Employee Handbook, HR Manual)

· HR Administration :  
· Ensuring arrangement of facilities for new/transferred recruits

· Formal introduction of key members to the new hires, knowledge management (Training & Development)

· Identifying training needs both technical and non technical staff in consultation with department heads, preparing training matrix & training calendar, attendance & feedback analysis

· Handling performance & disciplinary issues and counseling the employees accordingly

· Passport Control

· Liaising with Insurance companies

· Ensure employee medical check up and health precautions

· HR & Personnel Transactions:
· Record keeping and procedures with the managers and employees of the department.

· Responsible for the coordination and administration of HR processes, such as new hire on-boarding and benefits orientation, promotions, terminations etc

· Compensation and Benefits for staff.

· Ensures compliance with all applicable employment laws and regulations

· Arrange and coordinate staff transportation as per company policy 

· Arrange and coordinate with Medical Insurance Company for staff medical insurance coverage (additions. Deletions, reimbursements etc) 

· Staff Overtime management
· Payroll and Attendance Management

· Attendance management 

· Prepare and process monthly payroll with all necessary process in place, forward it to finance with complete supporting documents for final transfer to the bank.
· Maintains a pay plan by conducting periodic pay surveys, scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning and implementing pay structure revisions

· Visa administration:
· Coordinating with PRO for issuing or renewal of work permit, residence visa, cancellation, Noc, new visas etc.

· To make sure visas are issued on a timely basis 

· Make arrangements for medicals, Emirates ID, arrivals, departures, exits

· Leave Management

· Monitoring and maintaining proper and up to date leave records.

· Enter and updating leaves accrual of all the staff on a day to day basis.
· Maintaining leave record and attendance management
· Reports & Analysis – Compile statistical data and create/prepare reports and analysis using the existing systems and records
· Rewards and Recognition
· Talent Management
· Improvise staff relationships, communication, work sphere, working conditions
· A competent professional with good communication, strong desire for continuous learning, result and achievement oriented, positive attitude, responsible & smart worker with decent behaviour.

· HR Policies  -  Designing and implementation of new and/or existing HR policies and systems aimed at attracting, motivating and retaining talent

· Visa Processing (Entire Process from Hiring till WPS Salary transfer)

· Compensation and benefits administration

· Employment law compliance

· Annual rewards, anniversary and birthday

· Maintaining employee files and the HR filing system

· Leaves and attendance management – Annual Leaves approval, maintenance and ticketing

· Managing advance salary, adhoc bonuses, loans

· Provide information and assistance to staff, supervisors and Council on HR and work related issues

· Quick problem solver
· Exit interviews, review the reasons of leaving, counseling etc.
· Full and Final Settlement

Administration

· Monitor the administration and all the departments
· Excellent Business Correspondence
· Tenancy Contract, Insurance, Vehicle Insurance, License renewals
· Staff accommodation, vicinity, arrivals etc.
· Monitoring/assisting all the levels of management
· Booking/amendments/cancellation of Tickets, ok to board for staff
Accounts

· Monitor/Handle Accounts Payables & Accounts Receivables

· Book Keeping

· Preparing Quotations, Tenders, Contracts, Performa Invoices, Invoices, Agreements for the Sales Departments

· Financial Statements Trading A/c, P&L A/c, Trial Balance, Balance Sheet, Budgets

· Bills Receivables & Bills Payables

· Inventory Management

· Forecasting of Budgets

· Sales Targets

· Raising of Invoices, Purchase Orders, Debit Note, Credit Note

· Maintenance of Ledger Books like Purchase, Cash Books etc.

· Income Tax Filing

· GST Returns

· Bank Reconciliation Statement

· Pay Roll Accountant

EDUCATION

Master of Commerce
osmania University, hyderabad
                          -  
1998
Bachelor of commerce
R.B.V.R.R. WOMEN’s COLLEGE, HYDERABAD 
           -   1996
ACHIEVEMENTS

· Cash Incentives & increments

· promotions
COMPUTER SKILLS

· post graduate diploma in computer applications, pushpak computers, hyderabad, india  
-
1996
· MS Office Applications, Internet & E-mail Applications

· FOCUS, SAP, TALLY

DRIVING LICENSE – IN PROCESS

CHARACTER TRAITS

· Honest, efficient and diplomatic person
· Excellent Communication and Inter-personal skills
· High energy levels, Quick learner and Positive Attitude
· Strong work ethics 
CHARACTER REFERENCES
-
Available upon request

PERSONAL INFORMATION

Nationality




:
Indian 
Gender




:
Female
MARITAL STATUS


:
Married

RELIGION




:
Christian

Languages Known
   

:
English, Hindi, Telugu, Tamil & Malayalam

Yours Sincerely







