Dheeraj Kumar Kalra
2J-120 NIT Faridabad, 121001
Email: dheerajkalra23@gmail.com
Mobile: +91-9910097374
· Versatile Human Resource personnel with 4.5+ years of experience in HRM broadly in Recruitment, Manpower planning, HR-Operation, Payroll Management, Employee orientation, Personnel Management, and Employees Grievances handling.
· Presently associated with OYO Hotels and Homes Private Limited as a Admin-HR, (Circle HR Gurgaon Region) since May 2019, handling day to day HR related activities & concerns
· Worked with Jubilant FoodWorks Ltd. (Domino’s Pizza India) as an Asst. Manager HR (Circle HR NCR) from April 2018 – April 2019.
· Worked with Grofers.com as a Sr. Executive HR from July 2017 April 2018

· Worked with Bigbasket.com as a Sr. Associate HR  from June 2016 June 2017
· Presently reporting to the Regional HR Heads North and managing all the day to day activities related to Hiring, HR-ops, Payroll Management, and Employee development, R&R Activity, Employee Engagement Activity, Employee Benefits, Data Analysis, Publishing Dashboard, MIS and HR Automation. 
1. Recruitment and employee orientation
· Hiring Team members based on the requirement received from the operation team.
· Manpower planning according to projection set on basis of order capacity.

· Conducting employee orientation or Induction program to ensure smooth employee on boarding.
2. HR OPERATIONS
· Actively involved in formulating HR Policies & Procedures.
· Prepare offer, appointment, warning letter.

· Handling HR databases and ensuring real time updation of database to provide accurate and timely information.
· Handling Joining & Exit process for employees Joining/Leaving the organization.
· Coordinating with other departments to conclude the exit process smoothly.
· Handling queries and grievances raised by employees within the timelines.
· Ensuring accurate confirmations and appraisals letters are printed and handed over to employees on time.
3. PAYROLL MANAGEMENT

· Managing end-to end payroll processing for entire NCR (Gurgaon, Faridabad Neemrana, Manesar & Ghaziabad).

· Drafting and sending different payroll communication.

· Publishing various dashboard pertaining to attendance, LOP, Leaves, missing attendance & continuous absentees to ensure the hassle free payroll processing.

· Considering all the payroll related inputs at the time of payroll processing and assuring the smoothen transactions.

· Salary Queries and Cheque re - issuing

4. EMPLOYEE BENEFITS
· Complete management of term life insurance, medical insurance and personal accident insurance benefits for employees and their dependants.
· Coordinating with vendors to ensure hassle free claim processing for employees.
· Creating awareness among employees on insurance coverage. Guiding and helping them in getting their claim processed.
5. PERFORMANCE MANAGEMENT

· Ensuring KRA to be timely filled for all employees and Creating awareness by publishing a Dashboard for Performance Management (KRA).

· Providing support to all Employees in completion of Self- Appraisal process.

6. EMPLOYEE GRIEVANCES HANDLING
· Conducting regular HR Meets, understanding issues / area of improvements and taking corrective action.
· Focus group meetings/discussions to address root causes of Employees issues, attempting to resolve issues with a systematic approach.
· One-o-one meeting with all Team members for understanding the challenges which they are facing during providing resolution to customers.
· Conducting Team Meetings for providing briefings and training.
7. HRIS Automation & updations

· Master database creation and modifications (Employee creations, Employee movement (Transfer), Promotions updation, Locations, city, region, positions etc.), Role mapping,

· Responsible for handling all the queries and complains pertaining to all HRIS and proving support within define timelines.

· Compensation & Template (updating/modifications, creations), Leave configuration.

· HRIS batch database upload (Email id, family details, Driving license, ESIC number, PF number, PT locations, Email id etc.).

· Automation of F&F process.

· HRIS Module customizations & Automations. 
Employee engagement and R&r activities

· Managed employee engagement activities for 800 employees.
· Involved in handling promotions, up gradation, transfers, and annual revisions.
· Taking care of R&R activities: - employee of the month, star of the day, weekly WOW master etc.
QUALIFICATIONS:
· Passed 10th from HBSE & 10+2 Examination from CBSE.
· Graduation in B.A Marketing from MDU University.
· Post-Graduation MBA in HR & Marketing from MDU University. 
Extra-curricular achievements:

· 2 times won National Level in One Act Play and selected for international level held at Mauritius.
· Have won two times State Level Competition in One Act Play.
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