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Location: Airoli, Navi Mumbai


Profile Summary:
A result-oriented HR Professional with over 6 + years of experience in Human Resource Management, Induction , Performance Management System, HR Operations, Master MIS, Employee Engagement, Administration of  Leave & attendance record of all employees, Handling Employee Grievances, Recruitment ,Talent Management, Retention, Exit formalities, Organizational Development over a period of time, with exposure to Best HR Practices & People management skills.



Strengths:
	· Excellent verbal and written communication & presentation skills
	· Confidentiality, loyalty, empathy, sensitivity and discretion in all professional dealings.

	
	

	· Quality Assurance & Data Integrity
	· Adept at multi-tasking & prioritizing

	
	

	· Ability to inspire and engage employees
	· Focused on the solution and not the problem

	
	

	· Adept at compiling Newsletters, Annual Reports & content for Internet & Intranet
	· Proactive with attention to detail

	
	

	· Strong sensitivity for multi-Cultural environment
	· Training To promote a “Learning Organization”






 Professional Experiences:
· Organization - Neterwala Group of Companies
Neterwala Consulting & Corporate Services Ltd. (Corporate Office)
Internal Transfer - May 2018 to till date.
Executive - Human Resource

Neterson Technologies Pvt. Ltd. (A Neterwala Group Company)
Duration – July 2015 to April 2018.
Assistant Human Resources & Admin

· Organization - PES HR Services  

Duration – June 2013 to June 2015

Designation – Junior Human Resources Executive



Key Responsibilities:
Joining Formalities:

· Managing the complete employee life-cycle in the organization.
· Induction of new joiners, assisting them to comply with the documentation process, and complete company joining formalities.
· Making new entries in database for new entrants, Generation of employee code, Employee id cards.

· Designing email templates for welcome note & sending welcome communication of new joiner.

· Introducing and Office visit.
· Explaining rule & regulation, Company policies and procedures to new joiners.
· Record Management, Files management of employee, keeping track of each record with checklist.

Performance Management 

· Coordination of PMS cycle.
· Self-appraisal, Reviewers comments gathering.

· Setting Goal to Collaboration of final ratings.

· Review Continuous performance feedback.

· Career planning and Carrier development program.

· Effective delivery of PMS report.
· Conducting and implementing Performance Appraisal, Performance- linked Bonus; Performance- based Reward System.

· Designing Performance- based compensation system across the Organization.

· Coordinating in formulation and implementation of increment, incentive and other remuneration policies.

Recruitment:

· Managing the complete recruitment life-cycle.

· Considerate Organizations manpower requirements.
· Sourcing the best talent from diverse resources, complete management of manpower requirements.

· Planning human resource requirements in consultation with Business Unit heads / Functional Heads. Management Heads and Conducting Selection Process.

· Issuing offer letters to the selected candidate.
Compensation Benefit & Attendance Management:

· Liaising with the transferring employees for documentation.
· Payroll Management for resources.
· PF, PT, ESIC& Gratuity Calculations.

· Payroll trough Software & Excel.

· Preparing Attendance in an Excel sheet. Maintaining Attendance Register. Mailing to employee for Attendance Report.

Training & Development:
· Conceptualizing & developing training and development programmes with a view to enhancing productivity, building internal capability and quality and office etiquettes.

· Identifying training needs across levels through mapping of skills required for positions and conducting analysis of the existing level of competencies.

· Planning the training calendar. Liaising with internal & external agencies for conducting trainings as per schedule and driving efforts for improving training effectiveness.

· Developing multi skills as per defined standards. Coordinating training in diverse areas.

· Preparing Training Modules on different topics.

· Preparing Training Score in an Excel.

· Maintaining attendance records & details of trainings.

HR-Align (HRMS updating):
· Worked on the different modules of HR Align (HR Software), like adding new employee, adding personal & company details, creating id & password, leave management, Attendance management, Job profile updating.
· Generated different types of reports through HR Align like, Attendance status report, New hire in a month total transactional data in the month, Total no. of working days v/s leaves taken by per employee, on duty reports, late coming reports, CTC reports, department report, etc.
· Maintaining the EIS records for all the new joinee.

· Doing the transaction of data for the employees after their separation.

· Maintain the leave muster in HR align at the beginning of the financial year.

· Assigning of the leaves and the weekly offs through HR align.

· Generating the attendance status for the day/ total no of working hour of an individual in a day.

Grievance Handling:
· Handling employee grievances on a regular basis

· Handling employee grievances related to payroll

· Escalations are resolved within committed timelines
Employee Relationship Development:

· Organizing Internal events

· Festival Celebrations

· Birthday Celebrations of Employees
· Employee outings

OD Initiatives/ Change Management:
· Establishing process/ systems for streamlining employee communication, employee retention, grievance handling, counselling, performance improvement and discipline.

· Conducting awareness campaigns and training programmes to facilitate acceptance of change.

· Undertaking steps to improve motivation levels, thereby boosting performance levels and reducing attrition rates.

Other Responsibility:
· Analyzing Employee survey & giving suggestion that can be implemented.

· Preparation and implementation of SOP’s

Exit Formalities:
· Ensure smooth relieving of employees through formal exit procedures as per company policy.
· Submission of F&F to Finance and Accounts departments.
· Processing separation data to Accounts department for final settlement.

Technical Skills:
· HRIS software - HR Align Version 1 to Version 4
· Word, Excel, Power-Point

· MS-CIT certification
Extra-Curricular Activities:

· Won Beauty Pageant’s

· Have done participation in Annual Functions & Events during Schools & Colleges.

· Won Prize in Dance Competition in Schools & Colleges.

· Have a good knowledge of Craft & Drawing.



Academic Qualification:

· B.COM Mumbai University 2013

· H.S.C. Mumbai University 2009

· S.S.C Smt. R.M.V School (Airoli - Navi Mumbai) 2007



Personal Details:

· Nationality                   : Indian

· Date of Birth                : 10th December, 1991
· Father’s Name             : Vilas Bal Krishna Patil

· Languages
            : English, Hindi & Marathi
· Marital Status             : Single

· Residential Address   :  402, Ankur Apartment, Sector -20/B, 
                                        Near Vighnaharta Ganesh Mandir,  
                                               Airoli, Navi – Mumbai 400708.          


Declaration:                                                                  
I hereby declare and confirm that all details given above are true and recognized and to the best of my concern.

Date:    
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