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HR Professional-25+years’ chronicle of success in Talent Acquisition, Talent Management, Training & Development, ER,IR, Union LTS , Personnel & Admin, Dealing with Government Officials. Diversified exposure of 25 plus years in Manufacturing as well as Service industry. 

Professional Profile
Dynamic HR professional with 25+years of rich and extensive experience in all three HR verticals i.e. Talent Acquisition, Talent Management, Talent Engagement, P & A, Setting up HR Department & got expertise  experience in Training & Development, Online PMS, Succession Planning, Team Building, Employee Retentions, Fast Track Career Path for Outstanding employees. IR, Union Handling, LTS. 
· Presently Handling HR Head  Corporate & Plant role,  designated as Manager -HR & Admin
· Has expertise in Talent Acquisition in Tata Teleservices Ltd. In Circles wherever Docomo was being launched. Candidates were head hunted, employee referral, References and various other modules to get right kind of candidates from Top Telecom Organization within Talent Acquisition Budget.
· Expertise in Talent Acquisition for AFL Pvt. Ltd. PAN India  Recruitment from Junior Level to Senior Level Positions from various competitors organization within TAT.
· The diverse stints have forged abilities in working with Cross Functional Teams with (Functional Heads) on people Cost Management, Organization structure, Performance Management, Talent Planning and Compensation Benefits
· Strong sense of cascading of HR policies, OD Interventions & practices across the organisation. 
· Adept at people management, maintaining healthy employee relations, handling employee grievances thus creating an amicable & transparent environment. Create forums and facilitate interactions between the employees & the management on a regular basis.
· Ability to take timely decisions, work under pressure & provide solutions to problems. 

· Demonstrated abilities in streamlining systems with proven ability to enhance organizational effectiveness & meet the goals within the cost, time & quality parameters.

· Flexibility, Adaptability & Openness to New Ideas, Organised & Planned working, listening pertinently
· Ability to influence others thinking, gain co-operation and win support for desired outcomes. 

· Sound knowledge of various HR motivational tolls including Employee Interaction, Employee Engagement and R & R

· CSR Activities as per Plan executed and Delivered

· Identification on Training Needs, Evaluating training Needs, Annual Training Preparation, Annual Training Budgeting, Conducting Behavioral & Soft kills Training, Evaluation of Effectiveness etc.
CAREER SUMMARY (Starting from Current Organization)

· Working with Zobele India Pvt. Ltd. (MNC) as Manager HR (HOD) at Daman since 15th Feb., 2016.
· Worked with Blue Star Limited as Manager HR (Plant HR Head) from April, 12 to 13th Feb., 16.
· Worked withTata Teleservices Ltd., as Manager HR (Punjab, Haryana & HP Circle) from Dec, 08 to April, 12.

· Worked with AFL Pvt. Limited as Corporate HR Manager from April, 07 to 8 December, 08.

· Worked with Minda Sai Limited as Group Leader HR & Admin from April, 06 to April, 07.
· Worked with Star Wire (India) Limited as Deputy Manager HRD & Welfare from May 03 to April 06.

· Worked with Elin Electronics Limited (Philips Group) as Assistant Manager HRD from September 98 to May 03
· Worked with JK Pharmaceuticals Limited (JK Industries Group) as Officer Personnel from June 97 to August 98

· Worked with Lucky Laboratories Limited (Dabur Group) as Personnel Executive from July 95 to May 97

PROFESSIONAL CREDENTIALS
· Passed Master In Social Work from University of Delhi, Delhi.
AN OVERVIEW ABOUT MY JOB EXPERIANCE 
Started my career with manufacturing industry and spent 14 years in renowned manufacturing Plants, where got excellent exposure in HR, Training & Development, Talent Acquisition, P & A like Time office functions, Payroll, Statutory Compliance, disciplinary proceedings, liaison with Govt authorities etc. After 11 years in manufacturing Plants, joined AFL Pvt. Ltd as Corporate HR Manager in Apr-2007, was all together a different exposure in terms of Bulk Talent Acquisition Hiring Pan India, implementation of policies & Processes, drafting of reward & recognition programmes, HR analysis and action planning, compensation and benefit managements HR Audits, Latest HR Practices,  etc. 
Presently I am working with MNC Zobele India Pvt. Ltd. as Manager HR (HOD). 

As HR Head for India Plant after successful handling of HR & IR operation vertical taking care of end to end Gamut of all 3 HR verticals, IR, Personnel, Welfare & Administration, Handling Union, etc . 

Some important aspects of my Current role are as follows:
1. Talent Acquisition Bulk Hiring within TAT                         11. Preparation of Annual HR Budget 
2. Manpower Planning & Recruitment


         12. Attrition Management- analysis & action Plan 
3. Annual Operating Plan i.e. HR Budgeting
         13. HR Reviews & Reports  

4. Entire gamut of HR Operations 


         14. Statutory Compliance 

5. Oracle HRMS, payroll and Employee Benefit Management   15. Outsource Employee Management 

6. New systems & HR Policies                     

         16. Exit Management 

7. Online Performance Management System Bell Curve  17. Employee Interaction-Skip, Grievance handling 

8.
Implementation of change management

         18. Skill Matrixes, Job Rotation for Multi Skilling.
9.   Talent Management



         19.  Training & Development
10.   HR Initiatives & Best Practices                                        20.  LTS, Handling Union, IR Issues



Talent Acquisition 

· Annual Manpower Planning & Budgeting, Ensuring recruitment is as per defined organisation structure in AOP. 
· Responsible for Recruitment cycle From Sourcing to On-boarding. Ensuring recruitment costs are within budget & aligning it with AOP. Works towards making a talent pool based on business unit inputs, ensuring a diverse group of quality applicants to meet functional manager and business unit needs. Good in applying Competency based Interview techniques, ensure complete implementation of online recruitment module i.e. I-Recruitment 
· Ensuring all audit related documents completion before sourcing for the vacant position
· o consult with management team in terms of budgeted positions, adequate coverage of staffing needs, and recommendation of the right candidates. 
· Market the organization within Recruiting, Placement and Media Agencies
· Manage & Develop the perception of the organization as a desirable place to work & Check of Probable Candidates
· To extend formal offers to selected candidates and arrange for relocation if necessary.
· Facilitating in organizing Induction programs for the New Hires.

· Responsible for Managing Monthly On Board Activities including joining formalities & Induction.
· Recruitment MIS & Dashboard.
Talent Management 

· Organisation Structure and Benchmarking for the purpose of Employee Productivity 

· Run awareness programs and initiatives to keep the employees aware of the existing HR policies and the changes that are incorporated

· Implementation of e-tize initiatives

· Identification of Training Needs, Preparation of Annual Training Calendar with Training Budget, Supervision & Conducting Training Programme, Evaluation of Skills Improvement after Training etc.

· Assisting managers and employees in understanding and applying HR tools in order to maximize employee performance, achieve organizational effectiveness, improve employee's engagement, and ensure legal compliance and effective implementation of policies, procedures & process

· Attendance, Leave & Payroll Management. ESOP Management as per ESOP policy

· Responsible for Employee Relocation & Transfer benefits finalization as per entitlement

· Timely Statutory compliance with all local, state, and federal laws concerning the human resources administration function.
· Responsible for Policies and Processes up-dations and implementation to upgrade employee satisfaction in conjunction with ethics, code of conduct, welfare facilities etc.

· Ensures that the HR reports and MIS are in place, which encompasses the master data of all employees, HRIS report, Re precost analysis, KRAs Dashboards, analysis etc.

· Ensure timely updating and 100% dashboards in Oracle and HRMS 

· Responsible for all HR Reviews i.e. Circle Review, HUB Review, ED Review, Internal & External Audits etc.

· Monthly analysis with Annual Operating plan and to maintain the KPI as per AOP

· Drive HR initiatives that support business objectives.

· Manage employee expectations and resolve grievances as and when required.
· Identification of Training Needs, Evaluating Training Needs, Preparing Yearly Training Calendar with Annual Training Budget, Conducting Behavioral & Soft kills Training, Coordinating Trainings, Evaluating skills after Training using technical Methods.
· Exit Management including Exit Interview and finalization of Full and Final Settlement of separated employees Involvement in the exit interviews with the employee Attrition analysis and working on attrition root causes and action plan. Also handling Refer to HR cases. 

· Implement, administer and facilitate the Online Performance Management system. Handling Entire life cycle of Associate Employees (off roll employees)

· Talent Engagement
· Conducted open forums, Implemented HR Helpdesk through e-mail for resolution of employees queries, preparation of Gallop Survey i.e Employee Satisfaction Survey.
· Manage all communications channels to ensure consistency and relevance, actively engage employees through structured interactions, as well as regular communications formally and informally.
· Preparation of Annual Employee Engagement Calendar with Budget and its effectiveness.
· Suggested and organized various motivational programs like “Reward and Recognition program” i.e. giving monthly Awards, On-spot Incentives, Appreciation letters, certificates, Gift Coupons, Movie Tickets etc. Work Life Balance.
· Started birthday bash celebration in the different way to increase employee participation

· Fun at work-identifying & utilizing the creative talent of the employees, Celebration of Festivals and Ethnic days  
· Conducted Skip level meetings (Coffee talk) to enhance employee and management interaction.

     IR Functions
· Negotiations/settlement with Unions on wages settlement, welfare facilities, disciplinary part, employees working condition, etc.

· Conducting Domestic Enquiry, Legal & Court Cases  as  and when required
· Taking Regular Meetings of Works Committee
· Forming Committees to make Blue Collar Employees Accountability

· Instrumental in setting up grievance handling & redressal forum.

· Developed control measures for absenteeism control.

· Complied with all related statutory compliances & returns under states.

· Controlling wages & salary management.

· Annual CSR Activities defining with proper need for the society.

              Administrative Functions

· Handled all aspects of Administration functions like arranging guest house, booking of stay arrangements, travel, canteen, housekeeping of factory/office, fax machines and AMC’s for all administration related equipment. Handling Directly Security
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CORE COMPETENCIES





Talent Acquisitions 


Manpower planning under AOP & Recruitment


- New Systems & HR policies 


- Talent Management & Online PMS with Bell Curve.


- Organisation Effectiveness & Succession Planning


- Setting up HR Department in the organization.


- Retention strategy.


- Employee Satisfaction Survey with Road map for effectiveness of the findings.


- Employee Interaction, Employee engagement 


  & Employee Motivation & Gallup survey


- Emotional & Rational Engagement 


- Outsource Employee Management, PBPC Model.


- HR analysis & action planning (Reports, 


  Reviews & Dashboards)


- Exit Management (Exit Interviews, analysis & 


  Action planning implementation with EC 


  Members


- Disciplinary proceedings


- Identification of Training Needs, Preparation of Annual Training Calendar, Achieving Yearly Training Man days


- Grade & Salary Structure. Compensation & Benefits


- Job Analysis & Evaluation


- Implementation of Best HR Practices & 


  Initiative


-Establishing Culture of Trust, co-operation, faith & participative management through proactive IR approach.


- Initiatives for Improving Productivity, capability & quality enhancement.





MANAGEMENT SKILLS





- Sound Judgement and Decision Making Skills


- Strategic thinking with excellent analytical, 


  Operations, leadership skills & Problem  


  Solving attitude


- Excellent relationship management & good 


   People management skills “Relationship 


   Management is the key to success”


- Strong Influencing Skills


- Eye on Details


- Good interpersonal & Communication Skills


- Team player with Initiative Drive, Highly   


  Committed, Sincere and dedicated.





Notable Contributions & Project Implementation 


Carried out attrition study, suggested& implemented  actionable to address heavy employee turnover issues


Efficiently conducted Climate/ Employee satisfaction survey in  circle and implemented shortfalls


Efficiently conducted PMS Survey after completion of PMS cycle to check the correctness of compliance in terms of process followed and then shortcomings shared with EC Team (Functional Heads)e


Financial KPIs (Personnel cost, Recruitment cost) are well in control in comparison to AOP allotted to circle


Implemented Online HR Helpdesk for Employee query resolution


OD Interventions


Career Progression








Appreciation, Award & Rewards 


Got a Star for saving Recruitment cost in a quarter by doing 70% recruitment through IJP, job-portals & Referrals.








Developmental Programme Attended 


Competency Framework & Competency based Interviewing


Talent Management & Career planning


Team Building & Team Handling 


Success for Self


Re ignite





Overall  KEY DELIVERABLES- (Handled So Far)














