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Job Objective

To work for a dynamic organization, committed to quality and which can provide an opportunity to enhance my capabilities and skills, along with the fulfillment of professional and personal goals
An Overview

· Enthusiastic, results oriented HR professional with extensive experience in planning and 
directing all areas of Human Resources 
· Strategic HR partner executing HR best practices to align the objectives of the organization 
while maximizing employee potential by fostering a positive work environment that promotes 
employee morale by developing interpersonal relationships within all levels of the organization
utilizing attentiveness, trust, and respect. 

· Excellent interpersonal, analytical, negotiation and leadership skills with proven track record of achieving cost savings during the career span.

Education

· Bachelor of Science (B.Sc.) in 2009 from ITMS, Mumbai.

· Higher Secondary School Certificate in 2000.  
· Secondary School Certificate in 1998.
Personal Details

Date of birth


: 23 December 1982
Marital Status


: Single

Nationality


: Indian

Languages known

: English, Hindi, Kannada, Konkani and Marathi.

Personal Interests

: Music, Art, Football, Cricket.

Visa Status


: Visit Visa
Professional Experience
Recruitment:
· Responsible in entire recruitment process starting from maintaining resume data bank to screening the candidate, salary negotiations and issuing a offer & Appointment letters & Deployments.
· Planning human resource requirements in consultation with heads of different functional & operational areas, organizing the interviews and induction programs.
· Responsible to manage and coordinate with consultancies on all the active job requirements, if necessary.
Time Office Functions:
· Day to day Attendance checking.
· Maintaining Leave Cards of Off roll Employees

· Checking & Maintaining of Overtime & late coming reports, Absenteeism Reports of Off-Roll Employees etc.
· Off-Roll Manpower Management includes verification of Attendance & Wage bills etc

Payroll Processing:
· Consolidation of Payroll with all inputs like Collection on attendance, leaves, new hires, employee information changes, and Reimbursements etc. as per Pay Roll Advice Format.
· Salary statement generation and coordinating with bank for disbursing the salary and Employee Pay slips generation & Distribution.
· Pre-auditing the Payroll for zero error & Management Approval.

· Handling Payroll Grievances’ if any.
Performance Management / Appraisals:

· Planning and timely completion of annual performance reviews.
· Preparing Confirmations / Promotions/ Increments.
· Distributing and documentation of annual appraisal letters in personal files of employees.


Other HR Activities:
· Assist in implementation of the organization's HR Processes.
· Personal File Management.
· Providing MIS reports with analysis to the top management on Recruitment Status, Attrition Analysis, Overtime & late coming reports, Absenteeism Reports of Off-Roll Employees.

· Providing Induction the new joiners, over view the organization structure with PPT presentation.
· Issuing Show cause notices, Warning letters, Termination letters for the concern staff and asking for their explanation.
· Conducting Exit interviews, Employee Final Settlements, relieving procedures and employee coordination.


Employee Relations:

· Resolving employee grievances in a prompt manner and develop faith in employees towards the management. 
· Addressing employee queries regarding payroll, Attendance, HR Policies, Leave Details, timesheets etc.
· Employee Benefits - maintaining leave records & Employee Bonus

TECHPROCESS PAYMENT SERVICES LTD.
Executive - HR – April 2011 to November 2014

· Direct liaising with the Chief Manager for all internal requirements, policies, process and metrics.

· Coordinating with various departments for the requirement.

· Screening, Hiring & short listing of the candidates as per the requirement.

· Responsible for Joining formalities, Appointments, Confirmations, Induction programs, Employee grievances, Employee Retention, Exit formalities.

· Managing the Payroll of 800 Contract Staffs (Pan India).

· Calculating & processing the salaries of the contract employees.

· Assisting in processing the Full & Final Settlements, Appraisals / Bonus of the employees.

· Handling internal and external audits for HR department. 

· Generating Invoices of Vendor bills


ADECCO                              

Recruitment Consultant – Contract Staffing, September 2010 to April 2011
· Using sales, business development, marketing techniques and networking in order to attract business from client companies

· Visiting clients to build and develop relationships

· Developing a good understanding of client companies, their industry, what they do and their work culture and environment

· Advertising vacancies by drafting and placing adverts in a wide range of media, for example newspapers, websites, magazines

· Using candidate databases to match the right person to the client's vacancy

· Receiving and reviewing applications, managing interviews and tests and creating a shortlist of candidates for the client

· Briefing the candidate about the responsibilities, salary and benefits of the job in question

· Preparing CVs and correspondence to forward to clients in respect of suitable applicants

· Organising interviews for candidates as requested by the client

· Informing candidates about the results of their interviews

· Negotiating pay and salary rates and finalising arrangements between client and candidates

· Offering advice to both clients and candidates on pay rates

· Working towards and exceeding targets that may relate to the number of candidates placed, a value to be billed to clients or business leads generated

· Reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programs.

  
CHAQUE JOUR OUTSOURCING SOLUTIONS LTD.                         

Recruitment Executive – Contract Staffing, November 2007 to September 2010 

· Involved in full recruiting life cycle & end to end recruitment.
· Understanding client requirements and deciding on the recruitment strategy. 
· Interacting with the delivery team on regular basis and prioritizing requirements as per the billable effective dates.
· Sourcing CVs from various channels such as referencing, company’s own database, Job Portals ie. Monster, Naukri, and networking tools such as Linkedin.
· Conducting Drives, Walk-ins and personal interviews. 
· Arranging for technical panels and coordinating at all levels of Interviews 
· Conducting HR interviews to check the candidate’s suitability for the requirement.
· Providing timely feedback to the client on their requirements and to the candidates on their interview 
· Conducting induction for new joiners to create awareness of the Recruitment function 
· Preparing and maintaining various MIS Reports like Tracker sheet, requirement and offer reports, to be sent to delivery heads and top management. 
JOBTUNE MANAGEMENT SERVICES PVT. LTD.
Recruitment Executive – Permanent Staffing – June 2002 to November 2007
· Sourcing using various job portals & references 

· Coordination with candidates and clients

· Regularly in touch with the client
     Office Assistant – October 2000 to May 2002
· Receive, sort and distribute incoming mail

· Monitor incoming emails and answer or forward as required

· Prepare outgoing mail for distribution

· Maintain office filing and storage systems

· Update and maintain databases such as mailing lists, contact lists and client information

· Type documents, reports and correspondence

Certification

I, the undersigned certify that, to the best of my knowledge and belief, that the particulars above are true and correct.
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