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Seeking Mid-level assignments in Human Resource in a growth oriented organisation.

Professional Profile

· A competent professional with 6 Years of experience in Human Resource Management; Personnel Management, Recruitment,Operations & General Administration. 
· Currently working with Vijai Electricals Ltd at Corporate Office Hyderabad as Officer – HR&Admin.
· Experience in overseeing HR activities like Manpower Planning, Recruitment, Performance Management and learning& development.  
· A keen communicator with the ability to relate to people across all hierarchical levels in the organization and motivate them towards the achievement of organisational objectives. 
· Hands on experience in general administrative activities, personnel management and corporate policy implementation across assignments. 

Career Highlights


· Name of Employer: Vijai Electricals Ltd-Hyderabad

Nature Of Business :  Construction(EPC) and Manufacturing of Transformers.
Duration: November – June 2016- Till Date
Role: Officer – HR& Admin
Reporting to: Sr.Manager HR &CMD.


· Name of Employer: Empee Distilleries Ltd- Sangareddy.

Nature Of Business : Manufacturing of ENA(Extra Neutral Alcohol)
Duration: October 2013 – May 2016
Role: Executive-HR& Admin
Reporting to: Plant HR &Unit Head.

  
Core Competencies

A. Strategic Planning
· Formulating strategic plans /policy for the development of human resources in the organisation.
· Establishing corporate goals, short term/long term financial budgets (Recruitment) for the achievement of these goals.
· Formulating strategies and plans focusing on aligning HR with core business.
· Conceptualising and implementing policies for improving the efficiency in the organisation.

B. Manpower Planning/ Recruitment

· Identifying manpower requirements through proper planning and analysis, keeping an eye on competency development & maintaining employee cost.
· Maintaining the technical skill inventory for all employees.
· Coordinating with Sources such as Advertisement in Media, Employment agencies: Govt., Pvt., Management Consultants, Campus Selections through Institutional Placement Services, Conducting mass recruitment through an on-line process etc. 
· Sourcing and Screening the resumes as per the requirements.
· Short listing the candidates profile as per the criteria of the job.
· Scheduling and Coordination of Interviews
· Initial Documents verification of selected candidates.
· Involving in Salary and Notice period Negotiations.
· Involving in Joining Formalities & conducting induction of newly joined employees..
· Maintaining the MIS Reports of Recruitment &Attrition. 

C. Industrial Relations 

· Maintaining cordial industrial relations in the organisation through initiating settlement proceedings and enabling workers to voice their opinion on a common platform.
· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations and achieve dedication by the workers.

D. Personnel Administration 

· Supervising activities of the Time Office and maintenance of attendance and leave records, necessary for processing payrolls of employees.
· Handling Resignations, Exit Interviews and Employee Counselling to reduce employee turnover
· Conducting/initiating disciplinary proceedings, departmental enquire etc. in accordance with the rules.

E. Compensation and Benefits

· Designing and implementing remuneration and other reward systems through unilateral and bilateral processes to maximize performance. This is mainly being done through wage negotiation process.
· Conducting compensation surveys pertaining to salary of managerial staff & responsible for formulating a proposal.

F. Learning& Development

· Create a compelling strategy for the L&D team in line with organizational strategy.
· Incorporate e-learning, virtual learning, self-learning and other learning methodologies fit-for-purpose for the employees to learn without boundaries.
· Provide strategic support in the creation of instructional content, storyline and learning design for impactful training content. Take ideas from design to execution by effectively upgrading skill of team to deliver as per plan.
· Build strong relationships of trust with key stakeholders across the organization to ensure learning solutions are effectively integrated into functional plans
· Advise and facilitate the learning strategy creation for functions by providing perspective on talent and learning gaps. Influence Leaders to adopt and support effective approaches to L&D.
· Ensure timely communication of learning calendar, programs, events and learning initiatives throughout the organization.
· Ensure timely delivery of all programs - in-house as well as external, regular business connects, escalation management, work allocation.

G. General Administration 

· Establishing good relationship among employees, resolving their queries and following up with them to ensure maximum employee satisfaction by achieving delivery & quality norms.
· Implementing staff welfare policies with key focus on enhancing employee motivation. 
· Overseeing the management of Employee Compensation and Benefits, Pay Roll System, Employees Attendance and Leave Management.



Notable Credits

· Conceptualised and  conducted mass Recruitment through an online process
· Undertaken HR Gap analysis survey for reducing attrition
· Handled the HR activities for 1500+ Employees at Vijai Electricals Ltd.
· Streamlined the hiring process though various tools –Campus ,WalkIn , Referrals and Job Boards
· Revenue saving measures taken for hiring by cutting down on vendor support and managing entire hiring on job boards which saved 10 lakhs for the company.

Scholastics 

· MBA (HR) from B.V.Raju institute of Technology, Narsapur, Medak in 2013.
· BSC (Computers) from Baptist Degree College, Sangareddy, Medak in 2010. 
· Inter Mediate (MPC) from Nagarjuna Junior College, Sangareddy, Medak in 2007.
· S.S.C from Z.P.H.S. Choutkur, Medak in 2005.

Personal Vitae 

Date of Birth	       :	14th January 1990
Languages	       :	English, Hindi &Telugu
Current Address    :	Hyderabad
Permanent Adress :     Sangareddy.




