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PERSONAL SUMMARY
An effective and confident communicator who is also a self-starter with the dedication and motivation required to succeed in a busy HR department. Possessing an in-depth knowledge of HR processes and procedures and a proven track record of providing support to HR advisors and senior managers. Easy going by nature and able to get along with both work colleagues and senior managers when providing comprehensive administrative support to day-to-day operations of human resources department.
Presently looking to progress a career within the HR industry by joining an exciting and ambitious company that rewards ability and hard work.

CAREER HISTORY
Services India Pvt. Ltd., Pune, India (on Contract) 
HR Executive     -    November 2010 – November 2014
Responsible for recording all employee information such as personal data, attendance, benefits, compensation and holidays. Always displaying the utmost discretion when dealing with any sensitive or personal issues.
Duties:
HR Operations
· Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers and absenteeism rates etc., for employee benefits
· Issuing employment letters to new employees.

· Making sure that all employee records are accurate and well maintained.

· Organising induction ceremonies and training for new staff.
· Administer benefit programs such as insurance, medical cover, leave etc.
· Handling On boarding & Exit formalities.
· Setting up and maintaining an employee’s personnel files.

· Updating both manual and electronic personnel records when anemployee’s personal details change.
· Generating MIS data.
· Monitoring the Key Performance Indicators of the department.
· Anchoring Employee Helpdesk & providing Payroll data.
· Handling PF Queries.
· Time & Attendance Administration.
· Documentation & Data Management under Statutory Compliances.
· Authorising and issuing pay-slips.

· Finalising paperwork for when a member of staff leaves employment.

· Researching anemployee’s references and academic qualifications.

· Managing anemployee’s sickness records and paperwork.

· Attending exit interviews.
HRManagement System
· Requirement gathering and implementation of Online Joining formalities.
· Resolving queries related to online portal.
· Online implementation of HR Policies.
· Implementation & Integration of Time & Attendance, Leave, Claims & Help Desk module.
· Implementation of Exit module.
· Creating awareness & usage regarding the online portal system.
· Making sure the Org level changes are done in the system on time.
· Updating newjoiner details in the system and creating access to new users.
Payroll Management
· Handle activities related to employees’ Appointment, Salary, Allowance, Leave, End of Service etc.

· Liaise directly with Managers regarding their employee timecards and assist in running the payroll for staff ensuring all processes & procedures are carried out in accordance with defined criteria.
· Prepare salary and wage payrolls including deductions, accruals and issuance and processing of timecards.
· Balance or reconcile assigned payroll records; resolve and adjust discrepancies; analyze computer reports to identify and locate sources of error.
· Gather and analyze payroll data; make recommendations and prepare various payroll reports to be submitted to the Management.
· Process and monitor all staffing changes including starters, transfers, leavers and other amendments to salaries and employee data in compliance with policy and payroll requirements.
PROFESSIONAL EXPERIENCE
Competencies:
· Fully aware of the Data Protection Act.

· Experience of working with and handling confidential data.

· Able to maintain high standards of work and meet deadlines.

· Can accurately enter sensitive computer data and update manual records.

· Developed a central database for all of a company’s relevant HR documentation.

Personal:
· A capable team player who is able to coordinate with people at all levels.

· Easy going and approachable.

· Flexible, adaptable and open to change.

· Can work on own initiative& tight deadlines.

· Ability to multitask and prioritise key tasks.
· Excellent verbal & written communication skills

KEY COMPETENCIES AND SKILLS
· HR Operations

· Payroll Management

· Time & Resource Management 

· HRMS

· Employee Relations Management
· MIS

· Statutory Compliance

· Attention to detail
ACADEMIC QUALIFICATIONS
· PGDBA in Human Resources     from Symbiosis Centre for Distance Learning (SCDL) 
2010
· B Com in Marketing               from Modern College

   2006

PERSONAL VITAE
Date of Birth:                               19th January 1984

Linguistic Proficiency:                 English, Hindi, Malayalam & Marathi

Visa:                                               On 3 months visit visa 
REFERENCES - Available on request.
