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Professional Synapsis
HR and admin professional with approx. 9 years’ sound exposure to HR & admin functions, Expertise includes Employee Engagement, Recruitment, Statutory Compliance, IR, Administration, Performance Management, Grievance Handling, develop/streamline HR and Administrations functions including formulation of policies, procedures and develop control mechanism to ensure effective implementation of policies and procedures.  Having sound knowledge and exposure of “Commcare” Application and Drop Box Management
Academic Credential:
· Master in Personnel Management (full time PG degree course) from University of Pune in 2007
· Bachelor in Science (full time graduation course) from M. J. P. Rohilkhand University in 2004
· Qualified UGC-NET exam in Dec 2015 for Labour Welfare/Personnel Management/Industrial Relations/ Labour and Social Welfare/Human Resource Management.


Employment summary: 
Presently engaged with World Health Partners, New Delhi as “Deputy Manager – HR & Admin” since       27th July 2011 to present:
I am accountable for HR and Administration functions. I have exposure to oversee interior set-up of project offices at Patna, Lucknow & Kolkata including placement of vendors for day to day administration purposes. I have team of 10 employees and we manage 300 plus employees. At regional offices, HR & Admin functions are managed with the assistance of HR & Admin associates. I report to Country Director for the performance of HR and Admin Functions. 
Major activities, I am responsible for, are mentioned below:
· Achieve staffing objectives by recruiting and evaluating job candidates through recruitment vendors, job posting, newspaper advertisement and referrals etc.
· Preparing, updating and refining HR and Admin policies and procedures. Handling concerns and queries arising out of implementation and interpretation of HR & Admin policies and procedures. 
· Managing PMS advancement process which involves defining framework, conduct workshops focused on effective implementation of PMS. And updating organisation wide job descriptions.
· Ensuring statutory compliance for major labour legislation, special attention on PF, ESIC, and CL (R&A) Act and responding to statutory authorities on compliance related matters.
· Ensuring employees’ database, Leave records, attendance inputs, statutory compliance registers and reports are timely updated and submitted with compliance enforcement authorities.
· Office Administration: formulate/update administration policies and procedures and design control mechanism for efficient and effective utilization of resources. Tracking HR & Administration expenses and.
· Conducting team building games/activities, icebreaker sessions and employee surveys for understanding satisfaction level among employees.
DSC Limited, Gurgaon (Haryana) as “Asst. Manager-HR” since 17th May 2010 to 25th July 2011:
I was managing HR Operations and compensation & benefits functions of concessions division based at Gurgaon (HR). HR and compliance related matters of branch office were managed with the help of HR Executives. We were managing approx. 1500 plus employees and there were 2 employees directly reporting to me at head office.I was reporting to Sr. Vice President-HR.
Major activities, I was accountable for, are mentioned below:

· Keep track of job offers issued and conducting reference checks. Plan and execute induction and orientation programs for new joiners and assist them to get official equipment and post joining reimbursements.
· Coordinate with head of departments for updating job descriptions and KRA and ensuring Job descriptions and KRA are handed over to new joiner and copy of receipt is filled in personnel files.

· I was core member of PMS team and was responsible for preparing and verifying increment inputs and preparing and disbursement of increment/appraisal letters.
· Responsible for full and final settlements process starting with clearance from concern departments until issuance of full and final cheque to employees.
· Preparing monthly HR Budget and salary provisions and coordinate with accounts department and banks for salary disbursement. 
· Manage organization-wide employee data base and organograms and was custodian of personal files of Sr. Manager & above levels.
· Facilitate negotiations and drafting of contracts/agreements related to contractual staff and of various offices and facilities.
· Keeping track of compliance of SPVs under labour legislation and ensure timely response to queries/notices received from compliance enforcement authorities.
Forbes Concept Hospitality Services Pvt. Ltd., New Delhi as “Sr. Executive-HR (North Region)” since            2nd Sept 2008 to 15th December 2009:
I was regional HR representative and was majorly responsible for statutory compliances and HR Operational matters for all site offices spread across Delhi, Uttar Pradesh, Haryana, Chandigarh, Himachal Pradesh, Uttrakhand. Matters related statutory compliance was managed with the help of respective site in-charges. We were managing 1000 plus employees. I was functionally reporting to HR Head based at Mumbai (Maharashtra) and administratively to Regional Branch Head based at Delhi.
Major activities, I was accountable for, are mentioned below:

· Timely completion of recruitment targets as per given plans with the support of site in-charges and through posting on job portal, job advertisements in newspapers and employee referral scheme.

· Preparation of yearly/half yearly statutory compliance calendar and ensure up to date compliance as per labour statute primarily ESI Act, Contract Labour (R&A) Act, Prevention of Food Adulteration Act, EPF Act, Labour Welfare Fund etc. and  managing inspections of compliance enforcement authorities.
· Ensure police verification of employees and attend audits being conducted by principle employers and submit reports thereon to regional office/head office. 

· Coordination of employee appraisal system on quarterly basis and preparing appraisal input and post appraisal analysis and conducting workshop for effective implementation of appraisal system.

· Co-ordination of employee engagement activities as per yearly events calendar and managing employee welfare schemes such as “Employee of the Month” & “Nanhe Forbes”. 
· Consolidating and verifying attendance and leave inputs and ensure error free salary disbursement. And resolving issues related with salary and leave.
C.S. Diesel Engineering Pvt Ltd, Mumbai (Maharashtra) as “Executive – HR” since 19th Sept 2007 to             30th Aug 2008
I was primarily responsible for HR operations, recruitment and employee engagement activities. I was assisting Admin Head in day-to-day administrations functions as well.  We managed approx. 350 employees.

Major activities, I was accountable for, are mentioned below:

· Managing the complete recruitment life-cycle, scheduling and coordinating interviews and salary negotiation with selected candidates and follow with the candidates until joining.

· Scheduling and Coordinating Technical / Behavioural training sessions. 

· Custodian of “Employee of the Month” Scheme and employee suggestion scheme.
· Preparing monthly challan and returns of ESI & PF, correspondence with statutory authorities.

· Preparing and maintaining records of management review meetings of quality management system and responsible for review, creation, issuance and control of documents related with quality management system.
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