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Experienced HR & Admin Professional
Snapshot: Proactive, multi-tasking, dynamic and result-oriented industry professional, having 9 years of experience with significant exposure in HR & Admin Management; strong background of repeated success in implementing best practices; proven track record of implementing complex cross-functional HR strategic initiatives and incorporate processes and policies, unique to the needs of business; pragmatic, with proven managerial acumen and abilities to withstand work pressures, deliver assignments within specified time frame without compromising on quality benchmarks.
Core Competencies include…

Vision & Strategic Planning ~ Human Resource Operations ~ Manpower Planning ~ Employee Relations ~ HR Policies & Procedures ~ Accounts & Finance ~ Compensation & Benefits ~ Career Development ~ Talent Acquisition & Management ~ Performance Management ~ Compliance Management ~ Welfare Activities ~ Conflict Management & Problem Solving ~ Team Leadership
Executive Summary
· Out-of-the-box thinker with good organizational skills and attention to detail; capability of designing and implementing training programmes customized to the needs of the participants
· Demonstrated success in people management, relationship building, cross functional team coordination and operations management in the most challenging situations; keen learner, self motivated and reliable
· Deft in developing MIS reports, analyzing them with the objectives, policies and procedures of the management and identifying variances with the plan and suggesting continuous improvement processes

· Adept in maintaining and enhancing human resources productivity in an organization, developing strong manpower, identifying training needs and conducting trainings and developing employee welfare programs
· Skilled in administering compensation and benefits based on organizational policies and legislation and conducting annual salary reviews

· Proven track record of developing & implementing successful HR management strategies to support corporate mandate
· Sincere, flexible, adaptable, multi-tasking and ambitious with good communication, presentation, interpersonal and relationship building skills; possessing cheerful and pleasant personality
Seeking a challenging role for handling macro planning, resource orchestration, strategy to be adopted and supervision of task execution in an organization of repute, demanding high standards of quality and precision and providing opportunity to amalgamate my personal enrichment with organizational goal
Professional Experience
Shivam Computer Services, New Delhi
 
 




 Mar 2008 - Present
A Manpower Outsourcing & Placement and Data Processing Organization, based in New Delhi
Career Progression:

· Manager - HRD & Administration  (Oct 2011 till date)
· Assistant Manager – HRD & Administration (Oct 2009 - Sep 2011)
· Senior Associate – HRD & Administration (Mar 2008 – Sep 2009)
Responsibilities:
HR Planning & Operations:
· Framing of HR policies and laying foundation for positive HR culture, streamlining HR procedures set for various organizational tasks; implementation of organizational development
· Manpower planning; recruitment at all levels, managerial, operational and skilled manpower; induction process, performance management system, job evaluation and job description
· Collaborating with various support teams in implementing employee safety, welfare and wellness programs for enhancing employee productivity
· Conducting periodic meetings with employees and developing a sense of emotional affiliation in their mind
· Providing current and prospective employees with information about company policies, job duties, working conditions, wages, opportunities for promotion and employee benefits
· Calculating salary and maintaining PF and ESI records of the company

Payroll Administration, Benefits & Compensation:
· Monitoring payroll, transfer of salary, billing & follow up
· Guiding team members in processing payroll and collaborating with the Accounts department in updating payroll records based on employee attendance and overtime

· Administering compensation and benefits based on organizational policies and legislation
· Involved in calculating net wages considering deductions, exemptions, allocated payroll and other expenses

· Preparing/maintaining payroll accruals and reconciliations including multiple bank account reconciliations. Maintaining confidentiality of payroll data

· Evaluating, recommending and obtaining approval for changes to compensation & benefits based on market/ industrial standards

Recruitment & Selection:

· Conducting preliminary interviews and short-listing candidates for recruiting resources across the organizational hierarchy from various channels including campuses
· Coordinating activities related to developing specific job profiles and sourcing candidates from different sources

· Assessing applicants by discussing job requirements and applicant qualifications with managers

· Planning/developing on-the-job training programs for line employees and career development programs for team members with a focus on retaining existing talent and reducing employee turnover
· Managing employee relocation by determining and fulfilling specific requirements

Employee Relations:

· Building and maintaining healthy business relationship between employer and employees
· Enhancing employee satisfaction by effectively resolving employee complaints, grievances and disputes 
· Assisting the management in implementing employee discipline processes and conducing exit interviews for departing employees

· Managing activities related to managing employee leaves, full & final settlement, exit formalities etc.

· Interacting with the legal counsel, supervisors and management in empathetically managing employee terminations, and other difficult situations

· Mentoring potential leaders in the team for taking up future leadership roles in the organization

Business Development:
· Developing & implementing strategic business plans aimed at enhancing business opportunities
· Identifying and evaluating specific new profitable business opportunities
· Maintaining healthy business relationship with new & existing clients for business expansion
· Managing clients meetings, understanding their needs and solving their queries
Administration:
· Planning and formulating budget for administrative expenses
· Handling industrial relations, legal authorities, vigilance, ensuring statutory compliance 

· Involved in preparing letters for appointment, promotion, increment, confirmation, exit, etc.

· Managing employees, vendors, record management, logistics, administration etc. 

· Spearheading efforts for maintaining harmonious working environment at all levels
· Managing on-line tendering of Govt. of NCT of Delhi through E-procurement & preparation of tender documents
· Ensuring compliance to organizational policies and procedures pertaining to documentation/archival of organizational records

· Managing various administrative activities related to insurance and maintenance of HR policies to ensure smooth functioning of day to day operations

· Acquainted employees on organizational policies, managed amendments in the same and implemented in day to day business operations
Previous Experience
Process Associate | Genpact India Pvt. Ltd, Gurgaon 



            Apr 2007 - Feb 2008
Accounts Assistant | Marg Associates Chartered Accountants, New Delhi 
            Oct 2006 - Mar 2007
Credentials
Academics:
· MBA (HR), Sikkim Manipal University, Pursuing
· PG Diploma in Business Administration (Finance) (equivalent to MBA), Symbiosis Center For Distance Learning, Pune, 2010 with First Class
· B. Com, Sri Aurobindo College, Delhi University, 2006

Projects Handled:

· Handled digitization of TV channels department files in Ministry of Information & Broadcasting (MoIB), Shastri Bhawan, New Delhi as Project Head on behalf of Broadcast Engineering Consultants India Limited (BECIL), Mar 2014 - Sep 2014

· Completed digitization of Maruti Suzuki India Limited, Gurgaon personal files of employees, Dec 2012 - Oct 2013

· Contributed to the research work for the publication of “Compendium of Community Radio Stations 2011”
· Coordinated and managed the National Sammelan 2011 of Community Radio
· Worked with Ministry of Information & Broadcasting (MoIB), Shastri Bhawan, New Delhi as a Project Head for Community Radio Station (CRS) for digitization of CR Stations files on behalf of Commonwealth Educational Media Centre for Asia (CEMCA), New Delhi from March ’11 to Aug ’11
· Participated in educational training programme workshop for interactive page creation (Mathematics workbook) in Java Script at N.C.E.R.T, New Delhi for Ministry of Maldives on behalf of Commonwealth Educational Media Centre for Asia (CEMCA), New Delhi in 2011
IT Skills: 
· Proficient with the use of MS Office Tools, Tally 4.5, 5.4, Internet and other System Tools & Utilities
Personal Details
· Date of Birth

: 1st Jan 1985
· Languages Known

: Hindi & English
· Marital Status

: Married
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