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Objective
Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the Organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.
Highlights
·  PC literate with knowledge of 
Operating systems: 

windows 98, 2000, XP

Packages: 


MS-OFFICE
·   A quick learner with ‘Can do’ attitude
 Professional Synopsis
· Develop & Implement the HR Process, Policies & Procedures. Responsible for overall Recruitment cycle

· Manage payroll processing computation involving salaries, attendance, leave, deductions for loans, etc. Developing and maintaining documentation, pay-slips and controls for all payroll related activities.
· Handling Grievances, Statutory Compliance, Performance Management, Employee relations, inductions, Joining and Exit formalities and Office Administration.
· Maintain appropriate systems for identifying, planning, delivering and measuring learning and development.

· Representing & prepared to support fellow managers/staff in professional manner at all times.

Recruitment

· Managing the recruitment process including the job review & descriptions for our client hiring & internal hires.
· Collect the HR requirements from various Directors & Managers to fulfil their needs & make salary negotiations for off roll/contract & on roll employment.
Payroll Support
· Record, maintain and monitor attendance to ensure employee punctuality.
· Good Working Knowledge of Time Office Management and Payroll Process using Saral Paypack & HRSoft.
· Fair Knowledge of Industrial Relations and Statutory requirements (PF and ESI).
Admin Activities
· Arranging transportation arrangements

· Maintains MD's appointment by planning and scheduling meetings, conferences and travel.
· Drafting letters and documents; Prepare reports by collecting and analyzing information.
· Office maintenance of all electrical/mechanical systems/equipment’s, tables & chairs

· Housekeeping day to day role and functions tracking.

· Preparation of purchase order and purchase request for quotations & getting approval from department heads.

Professional experience
· Working as a Senior Manager – HR & Admin in SVL Manpower Solutions Pvt. Ltd., From Nov’15 to till date
· Worked as a Manager - HR & Admin in Tegra Digital Pvt. Ltd. From Mar’12 to Aug’15
· Worked as a HR Executive in Victory Transformers & Switchgears Ltd from Aug’11 to Mar’12.
· Worked as a HR Executive in Spandana Sphoorty Financial Limited from Sep’09 to Jul’11.
Current Job Profile
· Responsible for manpower planning by updating job requirements and job descriptions for various positions.
· Completes human resource operational requirements of various industries like Pharma, Engineering, Construction, Educational, Hotel, Automobile, Healthcare, IT & Facility Management by scheduling and assigning employees; following up on work results, deployment & Payroll Management.
· Handling the team of recruitment & Payroll to take care of joining formalities, maintaining personnel files & preparing of salary statement to the salary disbursements & and leave records, full & final settlements.
· Responsible for updating and maintaining both the company and candidate database.
· Attendance Recording Systems, Leave Management Systems and Coordination for Payroll processing.
· Handling legal compliance & statutory requirements (PF and ESI).
· Employee Welfare activities & Contract Labor Management.
· Grievance handling of various staff issues/queries & implemented various HR Policies & Procedures.
· Conduct job evaluations; preparing pay budget & monitor individual pay actions; recommending, planning, and implementing pay structures & pay revisions.

· Involving in Performance reviews & conducts Performance Appraisals.
· Maintaining Database, MIS generation & Reporting to management.
· Assisting the Managing Director to provide administrative & organizational support.
· Responsible for all admin activities.
Professional Qualification
· MBA from JNTU specialization in Human Resource Management
· BSc from Osmania university
· Intermediate (MPC) from Board of Intermediate Education 
· SSC from Board of Secondary Education
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