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OBJECTIVES

To achieve Professional Growth in my career with Implementing Best Practices and contributing to the growth of the organization with commitment and continuous learning.

	
	CAREER SNAPSHOTS :-
	
	TOTAL EXPERIENCE 21 - YEARS
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	No.
	
	
	Organisation
	
	
	Position Held
	
	
	Period
	
	
	Reporting
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	1.
	
	
	Industry: Facility
	
	Head HR
	
	May-2015-
	
	Chairman & MD

	
	
	
	
	Management 
	
	
	
	June- 2019
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	2.
	
	
	 Industry : Jewellery 
	
	Senior HR &
	
	Aug-2010-
	
	VP HR & MD.

	
	
	
	
	
	
	Manger
	
	April-2015
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	3.
	
	
	Industry: Jewellery
	
	HR Manager
	
	April – 06 to
	
	
	

	
	
	
	
	
	
	
	
	Sep – 2010
	
	Managing Director

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	4.
	
	
	Industry: Automobile
	
	Manager HR &
	
	March – 02 to
	
	
	

	
	
	
	
	
	
	Operations
	
	March – 06
	
	Division Manager

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	5.
	
	
	Industry: Jewellery
	
	Sr. HR Executive
	
	March – 97 to
	
	General Manager -

	
	
	
	
	
	
	
	
	Feb – 02
	
	HR
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PROFESSIONAL SYNOPSIS:-

· A Trustworthy Result Orientated Professional with over 21+ years of experience in the field of Human Resource, Administrations & HR-Operations.
· Proficient in handling in HR field Recruitment, Induction & Training, Staff Management , Employee Grievance Management , Payroll & Compliance Management, Preparation of Policies and Stream lining of Department Process. All the ISO Quality Certification Audit Process for overall Organization , Team Building skills, Leadership Skills Over all Human Resource management Skills.
· Strengths lie in excellent Communication, Relationship Management & Strong Analytical Skills.
· Excellent working knowledge in Administration for Liaising Work, Govt Approval Work Vendor Management, Contracts renewals etc.
· Experience in various field of Jewellery Manufacturing Unit, Statutory Compliance overall.

KEY DELIVERABLES:-

Human Resources:-

Recruitment.

· Job evaluation and Job Description.
· Evaluating & Selecting Placement Agency and Staff
· Candidate Database Management.
· Reference check and Medical Examination, Letter of Offer and Job responsibility.
Induction & Training:

· Formulating / Conducting a local induction program
· Ensuring implementation of training plan & evaluating post training effect on employees and organization.
Employee Database Management:

· Maintaining employee database and records
· Manpower planning records.
· Manpower budget and maintaining attrition rate records.
Staff – Performance Management Process:

· Pay Roll System, Leave tracking ,Confirmations, Terminations of Staff & Employees
· Manpower planning records.
· Manpower budget and maintaining attrition rate records.
· Participating in preparation of compensation & benefits along with the payroll agency.
· Monitoring the statutory compliance such as PF, ESIC, etc.
· Employee relates insurance, loans and medical.
Employee Relationship:-Overall Grievance managing skills. Managed Union Matters and enquiries of the employees.

Audits:-

· Co-ordination for HR Audit process and providing information to both internal and statutory auditors.
· Advising for any further improvements and implementations of the action plan set by the audit reports.
Statutory and Commercial:-

· Timely data preparation of Data Base for PF, ESIC and Statutory Reports.
· Preparation of MIS Reports related to HR Department for Management Purpose.

ACHIEVEMENTS:SingleHandling- system as well as managing the Human Resource Development.

· Received Certificate of Participation of “ISO 9000” work completed For M/S. Toyota
· Motivating staff for achieving the Incentive bonus for all months.

EDUCATIONAL QUALIFICATION:-

B.Com – Mumbai University – April - 1997

Diploma in HRM – Mumbai University – April – 1998-1999

Master Degree in HRM – NIMS – Jan – 2008.


COMPUTER EFFICIENCY:-

· MS Office application like Word, Excel and PowerPoint Working on various types of HRM Programme.

PERSONAL DETAILS:-

	 Date of birth
	:
	24th April 1977.

	 Nationality
	:
	Indian

	 Marital status
	:
	Married

	 Languages
	:
	English, Hindi, Marathi and Gujarati

	 Current Location
	:
	UAE – Sharjah.

	 Visa Status
	:
	Visit –Visa.


