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· Competent and goal-oriented with experience in human resource management and counseling, compensation and benefits, recruitment and retention, policies and procedures, organizational development and employee relations. 
· Well-developed interpersonal skills, coupled with outstanding verbal and written communication skills. Highly organized and detail oriented with proven ability to thrive in busy corporate environments with positive results.

CORE COMPETENCIES

   
Staff Recruitment & Retention ▪ HR Policies & Procedures ▪ Organizational Development ▪ Employee Counseling ▪ Performance Evaluation ▪ Promotions & Progressions ▪ Employee Relations ▪ Conflict Resolution ▪ Employee Surveys ▪ Process Improvements ▪ Training and development ▪ Proficient in MS Office applications
WORK EXPERIENCE


                       El Shaddai Charitable Trust (India)                                           October 2015 – January 2016
                    Human Resource Training and Development /Counselor 
Key responsibility areas:

· Played an important role in constantly monitoring the progress of students in response to counseling.
· Attended several workshops and training programs on capacity building and in turn conducted in-house workshops for staff development.

· Identified training needs for staff members across all levels; through mapping of skills required and analysis of the existing level of competencies. Actively involved in employee orientation programs; presenting the organizational policies to new employees.
· Recommended several improvement plans in the teaching styles to aid in development of the students.
· Managed employee counseling and helped in resolving personal problems, work related grievances, interpersonal conflicts, family related issues and psychological concerns that affect job performance.
· Played a vital role in addressing student's intellectual development; through conducting numerous vocational workshops, personality improvement activities which helped in refining socio-personal skills, promoting their welfare and enhancing performance.

· Conducted social investigations, background checks, built case studies and home study reports of the students through personal interview, dialogues with family members, other social agencies and various other sources.

· Established a very strong relationship of trust and respect with co-workers and the students at the charitable institution; encouraging them to come forth showcasing their unique creative talents. 
INTERNSHIPS


                    Berger Becker Coatings Pvt. Ltd. (India)                                   May 2015 – August 2015
                   Job training in Human Resource development.

Key responsibility areas:
· Created, automated and maintained HR Databases, trackers and reports on headcount and leave.
· Involved in planning and administering the appraisal and organizational development programs.
· Initiated the first ever HR Operations Council and also presented on “women’s empowerment” involving the HR Manager and Group Heads to discuss key HR issues and encourage best practice sharing.

· Coordinated all aspects of administration during an employee life-cycle including preparing new contracts, HR policies & procedures, over time calculation, attendance, employee incentives and benefits (PF and ESI), payroll queries and processing leaving formalities.
· Responsible for tracking employee misconduct, managing legal formalities and overseeing the termination process in case of misconduct.

· Played a key role in staff recruitment and retention. Revised job description across all levels to construct an accurate picture of the duties and skills required for each position.

                      Vivanta by Taj – Fort Aguada (India)       
                          May 2014 – June 2014
                     Job training in Human Resource development.
Key responsibility areas:
· Involved in staff recruitment, joining formalities and exit interviews.

· Proactively suggested ways of process improvements that would help relieve employee stress and build employee relation, initiating resource personnel to speak on stress management and thinking out of the box for staff development.

· Participated in CSR activities, enforcing good Health, Safety & Environment practices by putting up notices in danger areas for the safety of the employees.

· Making schedules for induction programs, coordinating with training development team and understanding policies and procedures of the company.

· Other activities included; handling pay slips, working on excel, filing employee data, coordinated town halls meets to discuss the growth and improvements of the hotel.
ACADEMIC CREDENTIALS & PROJECTS

GOA UNIVERSITY, INDIA

· MASTER OF ARTS (Psychology, Human Resource Management) 2015, Grade: First Class.
PROJECT: “Quality of Work Life and Work Motivation among casino employees in Goa.” 

· BACHELOR OF ARTS (Sociology, Psychology) 2013, Grade: First Class.
PROJECT: "To Study the effect of having alcoholic parents on the adjustment and self-esteem of children."
PERSONAL DETAILS


Date of Birth: 27th Oct, 1992 | Nationality: Indian | Marital status: Single | Languages: English, Hindi, Konkani | Personal Interest: Socializing, meeting new people and making new friends, art and painting, photography, biking, music and exploring exotic places.
