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PARAG 

E-Mail: parag-379884@datachampion.com 

C/o No.  +971503718643
Gender: Male


Marital Status: Married
Date of Birth: 27th Jul 1982
Nationality: Indian 
Notice Period: - Joining Immediately   



Seeking an opportunity as a HR (Generalist/ MIS /Compliance) to utilize my skills, and education to contribute towards employer objectives, profitability, and success with a company offering potential for challenge and growth



SUMMARY
Result-driven professional with 8 years of experience in HR Operations and Recruitment including 4 years of experience as a Data Analyst. Hands on experience in organizing staff programs, training sessions and providing practical administrative solutions with a creative touch. Demonstrated strengths in shortlisting profiles, conducting interviews, drafting initial offer and employment contracts, staff mobilization and employee management
· Human Resource Management

· People Management

· Data Reporting

· Multitasking

· Client Service Management 

· Administrative Skills

· Employee Relations

· Staff Mobilization

· Grievances Handling 
· Costing and Planning
· Planning New Initiatives

· Client Interaction
· Payroll Management

Dynamic, proactive, flexible, adaptable multi-cultural environments, dedicated, conscientious and efficient in meeting deadlines.Expert in heading the recruiting team, creating and providing inputs to the recruiting plan and collaborating with management on profile development. Strategic HR Professional committed towards growth of staff in organizations in diverse industries with rich experience in performing credential checks, executing HR Operations and payroll processing. Conversant with Microsoft Office, Internet


AVAILABILITY
· Willing to relocate within a month | Possess no bond with current employer

LANGUAGE SKILLS
· Fluent in English, Hindi, Marathi and Gujarati
EDUCATION

· Post Graduate Diploma in Human Resource Development with Honors from Maharaja Sayajirao University, Baroda, India - 2009

· Post Graduate Diploma in Applied Corporate Finance(Finance) with Honors from Maharaja Sayajirao University, Baroda, India - 2005

· Bachelor of Commerce (Account & Audit) with Honors from Maharaja Sayajirao University, Baroda - 2003 

CERTIFICATION & TRAININGS

· Web Technology from M.S.University, Baroda

· Computer Science from IGNOU
CARRIER PATH
	Organization
	Designation
	Duration

	Aerolam Insulation Pvt. Ltd
	Assistant Manager – Human Resources
	Oct-2017- Jan 2018

	Ceva Freight India Pvt. Ltd (Client site @ Apollo Tyres Ltd)
	Assistant Manager - Human Resources
	May-2017 – Oct-2017

	ISS Facility Services India Pvt. Ltd,India
	Assistant Manager - Human Capital
	May 2015 - May 2017

	Accord Synergy Pvt. Ltd, India
	Senior Executive - Human Resources
	Sep 2012 – May 2015

	TechMahindara Ltd. , Infocity, India
	Human Resources Executive
	Aug 2011 - Sep 2012

	Kochar informatics Pvt. Ltd, India
	Human Resources Coordinator
	Oct 2010 – Aug 2011

	N.Panchal Engineering Works, India
	HR Officer
	Jul 2007 – Oct 2010


WORK EXPERIENCE

Assistant Manager - Human Resources
Induction & Joining Formalities
· Executed onboard activities and conducted induction programs

· Collected required documents, created login id for attendance, defined KRA for new joiners, designed reporting system & assigned mentor as per the respective department
Attendance, Payroll & Salary Administration
· Maintained employee attendance with time management system and generated attendance report using online system for the salary process 

· Worked with monthly payroll system, make necessary entries for new joiners, separation cases, unpaid leave

· Follow-up with bank for timely credit of salary& issued salary slips
· Coordination for details like Mandays, LWF & PT for Baroda & its timely submission

HR Administration & Compliance 
· Accountable for releasing offers, bank account opening, ID card coordination, sending details to the support staff

· Verified the documents and performed background verification of new employees

· Reviewed various reports like tenure with company, title of last position held, start and end salary, dues with the company, reason for leaving, eligible for rehire, attendance, Overall satisfaction of employment, behavior with colleagues, etc

· Prepared MIS reports, HR files and updated employee information in various reports like employee database, employee CV's, preparing HR letters and certificates etc
· Filled ESIC P.T and ESIC
· Generating monthly Invoice as per the details received from Operation

· Collecting all Vendor & Labour supplier Invoice for the further processing

· Payment control master for vendor & service Partner - Strict control on Payment TAT to vendors
· Guest management & transport management with other bookings for delegates coming to the site.
Commercial

· Generation/Submission/ Clearance & payment details check for customer invoices – Monthly

· Tracking commercials details ( expenses,  invoice details & Payment TAT from customer
· MHE maintenance cost analysis and action plan to reduce the maintenance cost ( Most important area of cost involvement for CL site

· Effective contribution to improve margin of P&L.
· Penalization tracking to recovery  & Petty cash management
· Performance management of Vendors - Quarterly report

Full & Final Settlement and Exit Process:
· Coordinated & managed full & final settlement with the help of finance division and send circular to other departments at the time of relieving
· Consider various issues related to employee cases of absenteeism, no prior intimation before taking leaves, unable to reach assigned targets, lack of ownership & responsibility etc
Senior Executive - Human Capital

· Conduct induction & joining formalities

· Generate employee id on online portal and share input with central team for payroll processing 

· MIS (Maintain data base of 3 region’s)
· Update records for the Payroll pro &salary administration

· Compliance
· Make a audit of Minimum Wages compliance 

· Maintain all the required registers for the compliance point of view

· Generate ESIC and PF Challan’s for the payment process

Human Resources Executive

· Timely Statutory compliances (ESI, Labor Licenses, Registration certificates, Shop act) & renewals of the same

· Maintained site-wise check list & data base for statutory audits

· Responsible for grievances handling, biometric registration updates, online leave management module

· Ensured real-time data from all bio metric machines

· Assisted in leave & payroll management and employee database



References: Available upon request
