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[bookmark: _GoBack]Summary of experience & Skills
· Rich and insightful experience in setting up the HR Department in the organization 
· Experienced in establishing the system and procedures like creation of Personal file, Maintenance of Employee database, Muster roll, Leave formalities. 
· Extensive experience in formulating company policy and Other HR initiative like Recruitment and Selection, Performance Appraisal, organising Training and Development programme.
· Well versed with employee welfare statue / regulations like PF, ESI.
· Posses excellent communication, interpersonal and leadership skill.
HRM Competence
	Recruitment and Selection 
	Periodical filing returns 

	Policy Formulation / Policy Renewal
	Performance Management 

	Handling PF and ESI 
	HRIS and HR MIS 

	Organisation Development / Structuring  
	Full and Final Settlement 


PROFESSIONAL SUMMARY 

Presently working with Greatwhite Global Pvt. Ltd - as Asst Manager – HR & Admin.  
 handled their four verticals namely Electricals, Writing Instruments, Paints and Realty.  
Duration: Sept 2012 to till date 

Job Profile: (Handling entire gamut of HR Department) 
As a start up of the HR Dept. have developed and implemented following activities. 

· PAN India Manpower Planning for all verticals in consultation of Domain head.
· Set up Recruitment and selection process  
· Created Joining formalities and Joining Kit. 
· Mapping of the various HR processes. 
· Worked out the internal Organisation structure and Grading system
· Creation of HRIS 
· Drafting HR Policies. 
· Introduced Attendance system & Centralisation of Payroll system across the organisation. 
· Initiated various Employee Engagement activities.(Such as Celebration of festival )
· Design and executed Performance Management System for the employees 
· Designing Job Description
· Handling and coordination for Statutory Compliances with the  Factory and other government bodies
· HR MIS (Employees Dashboard) 
· Initiated Centralised Admin department to handle activities like Travel arrangement, Hotel Management, Office Administration, Visa etc…  
· Preparing HR MIS 

Tata Group e-Nxt Financial pvt Ltd “ Asst Manager –Payroll”
Duration: - May’11 till Date
Job Responsibility: - 
· Processing the Salary of above 4500 Employees.
·  Collecting New Recruit, Promotion/Confirmation/Salary Revision, Transfers
·  Leave Without Pay as well as Annual leave pay
·  Keeping Track of  Investment declaration & Supporting
·  Claim/Reimbursements And all other Miscellaneous Inputs
·  Salary Process after completion of input & review thereof.
·  Modifications as per client requirements in salary register.
·  Final process of the salary register 
· Processing Full and Final Settlement of Resigned
· Keeping the track of  Payroll process
· Preparing Bank upload file or pay order as per clients requirement
· Preparing payment related statutory reports such as: 
Monthly Statutory Provident Fund Report, ESIC Report, Profession Tax report, Income tax report
· Preparing monthly  Reconciliation Report
· Maintain track for Statutory returns 
· Handling audit requirement 

 Osource India Pvt Ltd “Sr.Payroll Executive”						
	
Duration : From Since July2009 to April’11

Job Responsibility: - 

· Handling the team of two members
· Processing the Salary of above 1200 Employees.
·  Working & upload of New Recruit, Promotion/Confirmation/Salary Revision, Transfers
· Working & upload  Leave Without Pay as well as Annual leave pay
· Keeping Track of  Investment declaration & Supporting
· Claim/Reimbursements And all other Miscellaneous Inputs
· Salary Process after completion of input & review thereof.
· Modifications as per client requirements in salary register.
· Final process of the salary register and providing client the final   
· Processing Full and Final Settlement of Resignees
· Keeping the track of  Payroll process
· Preparing Bank upload file or pay order as per clients requirement
· Preparing payment related statutory reports such as: 
· Monthly Statutory Provident Fund Report, ESIC Report ,Profession Tax report, Income tax report
· Preparing monthly  Reconciliation Report
· Maintain track of proper input & output
Major Client 
· Marriott Group (Total 8 Entity)
· MHFC
Anchor Electrical Pvt Ltd “HR - Officer” 
Duration : From Since Nov 2008 to July2009

Job description
· Maintaining Attendance (for Time keeping and Salaries) Leave Record of 250. 
· Processing Monthly payroll 
· Processing Full and Final Settlement of resignees.  
· Preparing monthly MIS 
· Handling joining formalities of new joinees 
· Updating the internal record system and personnel file of employees. 
· Handling and coordinating day to day HR operation activities. 

Worked with Shubham Management Services as “HR Executive” 
Duration : From Since March2008 to September2008

Job description
· Searching Profiles from Job Portal Naukri and Monster 
· Screening Resumes as per the requirements 
· Coordinating with the clients and line up the interviews
· Generating feedback from the client 
· In charge of Attendance (for Time keeping and Salaries) Leave Record. 
· Maintain Internal records of the employees and personal files. 
· Day to day HR activities. 




EDUCATIONAL QUALIFICATION:

	Degree
	Year
	School/college
	Board/university
	Class

	D.B.M.
	MAY2007
	ICFAI Dombivli

	ICFAI
	2nd

	B.COM.
	MARCH2006
	Manjunathacollege,of commerce, Thakurli(E)
	Mumbai university
	1st

	H.S.C.
	FEB2003
	D.N.C. junior college ,of
Commerce,Arts&sci
	Mumbai board
	2nd

	S.S.C.
	MARCH2001
	Matoshri sarlabai Mhatre 
Vidyalaya, Dombivli(E)
	Mumbai board
	2nd


                                           
COMPUTE PROFICIENCY:     

Comfortable with working on MS Office2000 applications - which includes MS Word, MS Excel, MS Power point and MS Outlook on varied environments such as Win’95 / 97/2000s, Win-NT. 
FoxPro, C Programming, 
Internet knowledge well acquainted with usage of Internet and Internet based application such as checking e-mail, surfing on Net for search with the help of Search Engine etc...


LANGUAGES KNOWN        :   English, Hindi, and Marathi

HOBBIES                                  :   Listening music

I assure you that you will always get best result from me 



(RACHANA N. LAD)
