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OBJECTIVE: 
I seek a challenging career in Human Resource Development with a reputed organization. 
SUMMARY: 
· MBA (MMS in HR from Mumbai University), with Civil Engineering background, more than 14 years’ experience with IT - Software / Software services, Capital Market, Telecom, and manufacturing organizations. 
· Conversant with HR and Office Administration functions; including recruitment, Induction, HR policies formulation and implementation, employee benefits, training & development, performance management system, statutory compliances and office administration. 
WORK EXPERIENCE: 

Period: February 2020 to till date (www.herbaltrade.com)
Company:  J K Botanicals Private Limited

Designation: Senior Manager – HR 
Key Responsibilities:
Generalist HR role and is working to set HR function (systems and processes) in the organization.

Period: September 2013 to February 2020 (www.hathway.com)
Company:  Hathway Bhawani Cabletel & Datacom Ltd. and with Hathway Cable & Datacom Ltd from October 2017 onwards
Designation:  Senior Manager – HR 

Key Responsibilities: 
Generalist HR role managing complete employee life cycle right from recruitment to exit formalities, payroll processing using spine payroll software and coordinate with Accounts & Finance department till salary is credited, statutory compliances, HR operations(issuing letters, identity cards, opening bank accounts etc.),policies formulation & implementation, Bonus disbursement, Coordination for labor issues, coordination with outsourcing agency for day to day activities (Leave, attendance, HR operations),Employee engagement activities, Performance Appraisals, Assisting employee for creation of JDs/KRAs, Salary fitments, employee engagement activities.
Period: March 2010 to October 2012
Company:  Maestros Mediline Systems Ltd., (www.maestros.net)
Designation:  Manager – HR 
Key Responsibilities: 
· Manpower Planning & Recruitment Process:

•Managing end to end recruitment cycle i.e. from Manpower Planning till hiring the suitable candidate for the respective business verticals.
• Attracting talent through job portals, newspaper advertisements, employee referral scheme, consultants, walk ins and professional networks(LinkedIn) etc., to optimize recruitment cost. 

• Involved in selection & screening process - HR interviews, conducting Psychometric tests, negotiation on various aspects for salary, role & position offered.
·  Induction & Joining Formalities: 

• Plan, organize, and conduct induction programs, devise the orientation plan for the new joinees. 

• Complete the joining formalities - Collecting the required documents and update the HR records, creation of email id’s, bank account opening, introduction and set the KRA for new joinees.
· Attendance, Payroll & Salary Administration:

• Maintain the employee attendance records & generate the attendance report in biometric system for the salary processing.

• To coordinate with the finance and payroll agency for monthly payroll processing, make necessary entries for new joinees, separation cases, unpaid leave, Comp off leave, salary advances/loans, etc. in payroll MIS. 

• Timely credit of salary & Issuing pay slips.
· Statutory Compliances: 
· Checking the PF, ESIC, PT statements received from payroll agency and Payment of monthly PF, ESIC,PT challans as per due dates.
· Filing half yearly/annual returns of respective payment done in coordination with PF consultant.
· Attending the labor officers and maintaining the records needed at the time of inspection as per Factories Act.
· HR Policies, Procedures, & Processes:

• Implement, review, redesign and introduce HR policies. 

• Keep a track of records to the procedures, processes, formats / forms in line with organizational goals. 

• Providing feedback to the management regarding impact of new policies.

            • Following the ISO Standards & implementing different formats & policies.
· Performance Management System
Setting KRAS/Objectives for the first line Managers and sales team.
Quarterly review on achievement of KRAs / targets (Compilation of data) and present it to Management.
Performance Appraisals / performance review discussions/ revision of salaries.

Disbursement of Performance Link Pay to the achievers.
· HR Administration / Operations:

• Offer release, bank account opening, ID card coordination, sending details to the support staff.

• Pre-employment and post-employment verification of joinees. 

• Clarify the employee Grievances and various issues/queries on Leave policy, Salary payment. 

• Identifying training needs, Coordination for training workshops.

• Maintain & Update the Daily/Weekly/Monthly MIS report, HR files and employee information in various reports like employee database, employee CVs, preparing all HR letters and certificates etc.

· Full & Final Settlement and Exit Process: 

• Conducting exit interview process for employees separating from the organization. 

• Coordinate & manage the Full & Final Settlement with the help of finance division before relieving of an employee. 
· ISO Work: 

Worked as Management Representative for Internal and External Audits (for ISO
            9001:2008 and 13485: 2000 certifications) of organization and maintained the
            documentation required.


· Period: December 2007 February 2010
            Company: Pharmalab India Pvt. Ltd., (www.pharmalab.com)
Designation: Senior Officer – HR 
Key Responsibilities: 
· Recruitment at all levels for Corporate office and Thane unit.
· Induction of new joinees (presentation on organization, HR policies, completion of joining formalities)
· Confirmation (Issuance of letters)
· HR Policies implementation.
· Employee separation formalities
· Identifying training needs and organizing training programs
· Performance appraisals, rewards and recognition programs
· Involved in setting KRAs for Sales team up to Area Sales Managers level
Period: June 2004 to October 2005
Company: Interconnected Stock Exchange of India Ltd., Navi Mumbai. (www.iseindia.com)
Designation: Senior Executive – HR & Admin
Key Responsibilities: 
· Recruitment at all levels: Coordinating with management consultants, candidate selection, interviews, prepare offer letters, and employee joining formalities.
· Conducting performance appraisals, developing recognition and rewards programs, and employee benefits policies.
· Personnel management, Payroll MIS
· General office administration, office supplier management, maintenance of facilities.
· Employee separation formalities, final settlements, service certificates
· Identifying training needs and organizing training programs
· HR policies formulation and implementation
Period: February 2003 to February 2004
Company: Supreme Telecommunications Ltd., Mumbai.
Designation: HR Executive
Key Responsibilities: 
· Conducted weekly review meetings of Project Engineers under the guidance of Regional Head, Collection of feedback on ongoing projects and sending reports to corporate office. Deployment of Manpower as per project requirements. 
· Implementation of various HR Policies in regional office.
· Recruitment coordination for all levels, Employee joining formalities, issuing offer letters and appointment letters, preparation of Induction programs
· Confirmation-Appraisals, confirmation letters
· Preparation of payroll MIS, monthly CTC reports
· Maintaining leave records, personal files, organograms
· General office administration.
· Assisting Manager HR for identifying training needs, preparation of Training Calendar, Co-ordination for organizing training programs and obtaining feedback, managing of employee skills after completion of training.
· MIS on project-wise manpower deployment
· Final Settlement - Relieving and Service Certificates
· Coordination with Professional Bodies 
· Liasing with Govt. Offices, and meeting statutory compliances
Period:  July 2002 to January 2003
Company: Bhalaria Steel Corporation, Mumbai. (A leading manufacturer and exporter of    Stainless Steel products)
Designation: HR Executive
Key Responsibilities: 
· Wages and salary management.
· Recruitment of workers and managerial staff.
· Facilities administration and Personnel management. 
· Experience in Civil Engineering
Worked as a Quantity Surveyor in construction companies. One academic year teaching experience with Govt. Polytechnic College at Jalna.
EDUCATION: 
· MMS (HR) from Prin. L.N. Welingkar Institute of Management  Research and Development ,Mumbai (2000 - 2002) 
· BE (Civil) from Govt. Engineering College, Aurangabad (1990 -1994) 
· Correspondence course in Business Process Re-engineering from JMAM Center, Japan. (2001)
COMPUTER SKILLS: 
· Conversant with MS Office.
GENERAL: 
· Nationality: Indian
· Marital Status: Married 
· DOB: 08/07/1973
