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SUMMARY OF EXPERIENCE & SKILLS
· Rich and insightful experience in setting up the HR Department in the organization 
· Good exposure of handling Corporate HR, Factory HR & Sales HR. 
· Experienced in establishing the system and procedures like creation of Personal file, Maintenance of Employee database, Muster roll, Leave formalities. 
· [bookmark: _GoBack]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 

	Talent acquisition and  management 
	Organisation Development 

	Policy Formulation and updation
	Performance Management , Learning and Training Development 

	Payroll Management & Statutory compliance 
	HRIS and HR MIS , 

	Compensation & Benefits survey
	Handling employee life cycle



PROFESSIONAL SUMMARY


· Presently associated with Orbit Exports Limited, a reputed and listed company engaged into manufacturing and marketing of Fabric and Home Textile products in to domestic and export market. Duration: March 2017 till date handling entire gamut of HR and Admin of HO, Factory and warehouse. 

· Worked with Packsys Global India Pvt. Ltd., member of Bruckner Group a reputed swiss company engaged in to manufacturing and marketing packaging machinery. 
Duration: from Sept 2012 to Feb 2017 handing HR India operation. 
· Worked as Manager – HR & Admin with GreatWhite Electricals Pvt. Ltd - Anchor Group of Company, have handled their four verticals namely Electricals, Writing Instruments, Paints and Realty.  Duration : From Sept 2010 to Aug 2012
· Worked as Asst Manager – HR with Anchor Electricals Pvt. Ltd member of Panasonic Group, a reputed multinational company engaged in the business of manufacturing and marketing electrical devices Having 3 plants across the country with total strength of approx. 8,000 employees. Duration: From 3rd April 2008 Aug – 2010.

· Worked as an Asst. Manager –HR & Admin with Medybiz Private Limited (Unit of Reliance Health – ADA group), a reputed Company in to Healthcare industry. 
	Duration: From 13th November 2006 till 31.03.2008.

· Worked as Asst Admin Officer, with Pratibha Shipping Co. Ltd, a reputed Shipping Company managing oil tanker. Duration: From 14th July – 2003 to 10th November 2006. 



· ROLES & RESPONSIBILITIES 
· Talent Acquisition and management.
· Sourcing the right candidate suitable to position thru various sources. 
· Tie up with the consultants and having job portal on-board
· Coordinate & Interview the candidates in consultation of department head.
· Final selection & salary Negotiation
· Joining formalities (Pre & Post Documentation), effective orientation process to make new joinee in position to deliver the output.
· Performance Management and Training. 
· Design and implement PMS system for all level in the organisation. 
· Appraisal budgets preparation and present to the Management.
· Communication to the employees regarding appraisal and resolve their queries related to appraisal.
· Issuance of increment/promotion letters.
· Submitting the reports to Management related to appraisal.  
· Defining KRA for all employees in consultation of department head. 
· Identifying training needs across levels. 
· Conceptualizing& rollout of training & development initiatives for improving employee productivity, building capability and quality enhancement.
· OD activities. 
· Understand & evaluate the manpower need based on the Business need. Creation of manpower plan during the year 
· Preparation manpower and HR Budgeting.
· Mapping of Roles and Responsibilities and Designing Job Description.
· Created Organisation structure for all units and reporting structure
· Mapping of skills required for different roles and analysis of the existing level of competencies. Creation of Skill Matrix for all employees. 
· Have rolled out internal study of Potential & Performance analysis of employees. 
· Initiated Team Building activity and training for all level to bring cohesiveness and improved productivity.  
· Conducted Compensation and Benefit Benchmarking survey. 
· Policy Formulation. 
· To design proactive personnel policies.
· To develop best policies to create a disciplined work environment.
· To implement hassle free communication and message between management and employees.
· To develop open and transparent channels in the organization and ensure translations of policies and procedures to the last levels.
· Payroll & Leave Management. 
· Coordinate with the Finance department for smooth function of disbursement of monthly salary on time.
· Recording & Maintain Leave record of the employees on monthly basis.
· Taking care of employee benefits such as Group Medical Insurance policies , accidental Policies 
· HRIS & MIS.  
· HR MIS (Employees Dashboard) 
·   Maintain human resource information system (HRIS) and maintain the database.
· Employee engagement and grievances.
· Initiated various Employee Engagement activities. (Such as Celebration of festival, Birthday, Lunch party etc…)
· Counseling applicants and employees on rules, policies, benefits, procedures and job opportunities.
· Handle employee complaints, grievances and disputes.
· Arranging Team Meet session in consultation with department head.
· Organising reward & Recognition scheme.


· Exit formalities. 
· Counseling employees upon their resignation 
· Conduct exit interview formalities. 
· Full and final settlement
· Control Attrition 
· Other HR & Admin activities. 
· Mapping of the various HR processes. 
· Responsible for HR operation and documentation (Corporate HR / Factory HR / Sales HR)
· Attendance system & centralised payroll system across the organisation. 
· Handling & coordination for statutory compliance & government authorities e.g. PF, ESIS, Contract Labour Management etc… 
· Initiated centralised admin department activities like Travel arrangement, Hotel Management, Office Administration, Visa etc…  

PROFESSIONAL QUALIFICATION 

· Masters in Human Resource Management (HRM) from Welingkar Institute of Research and Management, Mumbai in April 2006.
· Diploma in Labour Law and Labour Welfare from Dr. Ambedkar College of Law, Mumbai in April 2009.

ACADEMIC QUALIFICATION 
· Masters in Commerce (M.Com) from University of Mumbai (in Financial Management and Taxation), in April 2002. 
· Graduate in Commerce from University of Mumbai, in April 2000.

TRAINING ATTENDED 
· Advance Excel.
· First Aid Training from Mahajan Hospital , Rabale – Navi Mumbai 

COMPUTER LITERACY 
MS Office, FoxPro, C Programming, UML, SQL 7.0, Java.

PERSONAL DETAILS 

	Date of Birth : 1st April 1980
	
	Gender : Female 

	Spouse Name : Sachin G. Sangoi 
	
	Nationality : Indian 

	Language Proficiency : English , Hindi , Marathi ,Gujarati & Kutchhi 
	
	Marital Status : Married 



OTHER INTEREST
Travelling, Music

References can be furnished upon request




