	Rupali Shejawal

E-mail:  rupkadam17@gmail.com   
Contact: 9930400371, + (91)8879615073
Address:A-203,Pragati Heights, Plot no 82to86, 
               Sector-34, Kamothe, Navi Mumbai,
               Pin-410209
	                                            [image: image1.png]





OBJECTIVE:
To be a well groomed, motivated and a responsible person in my professional career, balanced 

 with knowledge and courage to do things in a systematic & smart way.
Professional Outline:

· A resulted oriented HR Professional with 7+ years of exp. In Talent acquisition, Induction & joining formalities, PMS, T&D, IR and EHS.
· Implementing functional best practices to focus on development of abilities to meet present and future goals and mission set by the organization.    

· Laying foundations of HR functions & policies for the long term goal of the organization.

· Have experience and ability to introduce new systems and processes as per the need.

· Skilled in leading Manpower Planning, Talent Acquisition functions with a track record of closing positions at all levels.
· Resourceful in managing employee lifecycle (Joining to Exit Formalities), Grievances and MIS through strong knowledge on standard terms & conditions of employment.

· Supporting out for KRA setting exercise in consultation with functional head along with Head Operations. Conducting complete Performance Appraisal process on yearly basis.

· Proficient in maintaining effective industrial relations with staff across all hierarchical levels 
through role enrichments, negotiations, agreements & disciplinary proceedings.
· Monitoring timely statutory compliance of company and labour contractors and liaison with all government officials independently. Like MIDC, FIRE, MPCB, Labour, DISH etc.
EDUCATIONAL BACKGROUND:
· MBA – HR 2010
· DLL 2012
· B.Sc.(Statistics) 2007
· Six Sigma – Green Belt from (ASQ)
· Internal Auditor certification-ISO 13485:2016 (SGS)
PROFESSIONAL BACKGROUND:
From Jan 2015 to till date:-Dy. Manager HR and Admin (Team Lead)
Phoenix Innovative Healthcare Manufacturers pvt.Ltd. Navi Mumbai (100% EOU Unit 400 employee strength)
Manufacturer of lancing device standard quality, safety lancets, personal lancets & sterile alcohol prep pads in Navi Mumbai, Maharashtra.

From April 2014 Jan 2015: HR – Executive (Setup of HR Department)
Xcellance Medical Technologies Pvt.Ltd. Navi Mumbai:  Engaged in manufacturing & development of energy based medical device such as Electro surgery, Vessel Sealing System, Saline Plasma Resection Devices.
Apr 2011- Jun 2013: Worked as a HR officer: in Cooper Corporation pvt. Ltd. (Satara-Maharastra): leading manufacturer of cylinder liners, crankshafts, brake drums, flywheels, pulleys and valve guides. Cooper Corporation specializes in design and manufacture of Super Silent diesel generator sets with power ranging from 10kVA to 1000kVA.Employee strengths – 2500 approximately.
Project Internship - To study & Review roles & responsibilities of employees of Emerson Climate Technologies             
· Duration            :   60 Days 5th semester

· Organization     :   Emerson climate technologies India Ltd
	Job Profile handled till time:



· Recruitment :
· Responsible for end-to-end Recruitment, Sourcing, Short-listing Profiles, salary negotiations for all position through portals, Employee Referral Schemes. 

· Conducting preliminary rounds of interview with candidates.

· Preparing salary proposal for selected candidate and coordinating for pre and post offer formalities.

· Coordinating with consultants for higher positions.

· Preparing appointment letters.

· Stakeholder Management 

Post Recruitment

· Conducting Joining Formalities like briefing employees and ensuring completion of documentation process.

· Document verification.

· Handling confirmation Process.

· Generation of various reports (Vacancy, Recruitment, Attrition, Monthly MIS of HR Department)
· Designing succession plans for key talents and key job positions
· Employee Relations & Engagement:
· Engaging with employees to understand their concerns and addressing them through
 communication meets, ensuring alignment to company’s policies and procedures.
· Conceptualized and implemented Annual Day Event to encourage internal talent and to
bond the employees together.
· Handling employee grievances, handling employee transfers etc.
· Conducting Exit interviews for all the levels and conducting attrition analysis.
· Initiated Festival Celebrations in the organization as a policy.
· Designed and conducted the “Employee Satisfaction Survey” and analyzed the same to
bring about changes in the organization.  
· Performance Appraisal

· To make performance agreement with employee, setting performance measurement, evaluation of self appraisal, assessment of employee’s achievements, to identify strengths & weaknesses, defining Key Results Areas for all the managerial staff.
· Training & Development

· Conducting Induction Training for new hires.

· Training Need Analysis based on Skill Gap Analysis, competency matrix, Appraisal Feedback and suggestions.

· Preparing Training Calendar for the year.

· Coordinating External and Internal Training Programs.

·  Conducting Trainings.

·  Maintaining Training Records.

·  Analysis of Training Feedback. 

· Doing Training Evaluation.
· ISO 9001 2015 / ISO 13485 :2016 Compliance
· Ensuring all the implementation of the ISO documentation and HR Formats.

· Learning and enforcing Standard Operating Procedures (SOP).
· Internal Auditor for 13485:2016
· Facing the Internal and External Audits of HR and social compliance, accountable to enforce the correctional actions.

· Human Resource Planning &  Other HR Activities:
· Forecasting on existing human resources & analysis of demand & supply of resources, bridge 
· Gap between supply and demand, Job Description, Job analysis, Orgnaisation design, Organization structure, Awards & Rewards Management, MIS reports etc.
· Personnel Administration 
· Daily attendance monitoring, maintenance of muster roll, leaves records/registers, 
· Maintaining personal files, approval contractor employee’s attendance, OT & bills, expense statements, Personal accident policy, Medi- claim etc. 
· Handling Canteen Management, Bus arrangement for pick & drop of company employee,
· Housekeeping, Air Ticket Booking, Hotel Booking for guests, AMC
of Lifts, Agreement with contractor of canteen, contractor of labour supplier & Travel Agencies.
· HR Policies and Procedures:

· Prepare and implement HR policies and procedures and ensure their continual improvements to meet the business / location needs.
· Coordinate with other locations and ensure that there is uniform implementation of all policies and procedures. 

· Ensure Confirmations / Performance Appraisal Systems (PMS) as per the defined guidelines. 

· Prepare & update the Organizational Chart. 

· Prepare MIS Reports & Presentations on various HR & Admin processes as & when required.

· Collate and Update HR employee database & File the documents, records & database accordingly for effective & proper future reference
· Implementing ICC for sexual harassment, formation of the policy and creating policy
Awareness across the organization through training.
PERSONAL INFORMATION:

Date of Birth

: 17th April 1987
Sex 


: Female


Nationality

: Indian

Marital Status

: Married
DECLARATION:

I, Rupali Shejawal hereby declare that the above information given is correct to the best of my

Knowledge.
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