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HR Executive (Generalist Profile)

A competent professional with 2+ years of diversified experience in Human Resource Management; Recruitment & Development, Grievances handling, MIS, Payroll, Compensation& Benefits, Training & Development, Policy Making & implementation, Welfare & Performance Appraisal.  Strong organizer, motivator, team player and a decisive leader with successful track record in handling diverse HR function as well as a sound understanding of Human Psychology.

Proficiency Forte 


· Responsible for handling all day to day queries and grievances of employees to ensure smooth functioning of organization.

· Handled Appraisal process across the various levels and assisted in establishing a framework for performance appraisal cycle.

· Responsible for all employees engagement and welfare activities

Starting from birthdays, annual picnic, cultural event etc.

· Use various channel for sourcing- Jobsites, References, Headhunting, campus Recruitment & consultants.

· Manning forecast for all zones in alignment to the business expansion plan drafted.

· Conducting Interviews, Salary Negotiation using internal & external benchmarks & Offer letter roll out.

· Handling background verification process to make sure information submitted by candidates is authentic.

· Identification of performance of employees in different departments. Implementation of analysis in performance Appraisal.

· Responsible for Compensation & Benefit with different grade system,

and proving Initial Tax Planning an per Salary Structure.

· Responsible for taking exit interviews and doing full and final.

Occupational Contour
Samith Integrated Service Pvt Ltd, Bangalore                  Aug-08-08-2011 to 27.11.2012
Deputed Lanco Infratech Ltd
Kolhapur, Maharashtra
HR-Generalist

(Samith incwasa incorporated in 2003 bringing together Bridgeline Management Service, Agari Solutions and Samith Intergraded Service Pvt Ltd. Headquarted in Bangalore with centers in several locations… It provides top class solutions and services for strategic areas like Human Resources Functions, Engineering services and Facilities Management.)
Key Responsibilities :
· Monitoring Relieving Procedures and Settlements & General administration-related work and Employee Coordination & Marinating the Contract Employees details

· Issuing the Offer Letter and explain the salary details , Employee Relationship , Handling Exit Interview ,PMS System of the Employee & Processing Employee PF, ESI, & Other Employment Registration forms.

· Responsible for handling all day to day queries and grievances of employees to ensure smooth functioning of organization.

· Responsible for all employees’ engagement and welfare activities starting from birthdays, cultural event etc.

· Leaves and Attendance Management. Handling the payroll Ad Hoc Bonuses, Time office management

· Attrition analysis and manpower need identification.

· Coordinating with all departmental heads to prepare Job Description for all vacant positions identified.

· Ensuring that joining report, personal data Form, enrolment in muster roll, accommodation request, issuance of ID card, issuance of leave cards & of Bank Account opening of a newly joined employee is effectuated.
· Conducting induction programme for new joiners.
· Training & Development.

· co-coordinating for whole recruitment process Joining Formalities Conducting HR Orientation and  Induction of New Joiners. Responsible for Joining formalities & Bank A/c Opening Formalities Identify, understand evaluate   organizations manpower requirements .Create, maintain & update employee records

· Handling Employee Database (Both in Soft Form and Files Management and Handling the grievances of employees.

· Attendance Calculations. Handling all the queries of the employees. Be it related to Salary, Leaves, Attendance, and Transfer etc. Conducting HR Orientation and Induction of New Joiners. Documentation post recruitment  & handle joining formalities.

· Preparing & updating man power report on daily basis as well monthly with cumulative report. Ensuring on time disbursement of wages to the contract laboures.

· Cross verification of contractors monthly statutory liabilities towards ESI & PF payments based on wages register along with attendance register.

· Maintenance and Administration.
Vasan Health Care Pvt Ltd                                                    July-27-07-2013 to 24.06.2014
Bangalore                                                
HR - Operation Executive

(Vasan Healthcare Pvt. Ltd. operates a network of eye care hospitals. It offers cataract, refractive surgery, cornea, glaucoma, retina, diabetic retinopathy, retinal detachment, pediatric ophthalmology and squint, oculoplasty, uveitis, neuro-ophthalmology, vision rehabilitation, computer vision syndrome, and optical services, as well as contact lenses. The company also operates a network of pharmacy outlets, specialty labs and day care diagnostics centers, and multi-specialty hospitals. In addition, it offers dental care services. Vasan Healthcare Pvt. Ltd. was incorporated in 1947 and is headquartered in Chennai, India.)

· Handling Employee Database (Both in Soft Form and Files Management and Handling the grievances of employees.

· Conducting induction programme for new joiners.

· Training & Development. 
· Attendance Calculations. Handling all the queries of the employees. Be it related to Salary, Leaves, Attendance, and Transfer etc. 

· Coordinating with all departmental heads to prepare Job Description for all vacant positions identified.

· Ensuring that joining report, personal data Form, issuance of ID card, issuance of leave cards & of Bank Account opening of a newly joined employee is effectuated

· Attrition analysis and manpower need identification.
· Solving the Problems related to Documentation.

· Maintenance and administration.

· Responsible for all employees’ engagement and welfare activities starting from birthdays, cultural event etc.

Project undertaken

· “Employee Welfare and Social Security Measurers”in (Mangalore Chemical & Fertilizer Company (MCF), Mangalore)  (2010-11)
Extra -curricular Activities 

· Being the Arrangement Coordinator of “Magnum-2011”  Work shop conducted by Dept of Commerce, Mangalore University Konaje.

· Actively participated in college level sports & cultural activities.
Academia 

· MHRD(Master of Human Resource Development) InMangalore UniversityMangalagangothri.
· BA (Bachelor of Arts) in Dr.KShivaramaKarantha First GreadcollegeBellare. 
· PUC (Pre University Education) in Pre University College Uppinangdy
· SSLC (Karnataka Secondary Education Examination Board)in Pre University College Uppinangdy
· PGDIT (Post Graduate Diploma in Information Technology) J.P Institute of computer Technologies, Savnoor, Puttur.

Personal Minutiae

Date of Birth:19-07-1986

Nationality   : Indian

Languages Known: English, Hindi, Kannada,Tulu.
Core Competencies:


Grievance Handling


Employee Engagement


Induction & Training


Strategic Planning


Compensation & Benefit


Performance Management 


Background Verification


Team Management


Coordination











MIS














