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SYNOPSIS

An MBA in Human Resource with 8 years of experience in all general HR operations, Presently associated with a Turkey MNC, obtained HR operations skills & Excellent MS Excel-Word Expertise (Vlookup, Hlookup, Pivot, Mail Merge etc) through experience particularly in handling all operation activities of HRM i.e. Compensation & Payroll, Compliances, Time & Leave management, Joining Formalities, Letter Issuance, HR MIS, Budgeting & Payroll audit etc.
PROFESSIONAL EXPERIENCE

1) Current Employer-Working with FERNAS Construction India Pvt LTD. (From March 2014 to till date)
Designation- Assistant Manager- HR
Location-Gurgaon, Haryana.
FERNAS Construction India Pvt. Ltd. is the Turkey based MNC and is into Oil & Gas Sector, Cross Country Pipeline, Refineries, Petrochemicals, Roads and Infrastructure etc.
· Role and Responsibilies:-  
· Payroll Processing:-
· Payroll inputs Consolidation in coordination with all Location & timely preparing around 1000+ employees salary & reimbursements part processing.
· Cross validation of HR Inputs for error free salary processing as per Company Policies.
· Maintaining with accuracy and confidentiality the filing of payroll and employee records.

· To maintain & updatation personal master data of New joinees, Exit, Transfer and any other correction. 
· Leave and Attendance:-
· Maintaining the attendance, Leave record, OD etc. of all the employees on daily base thought “Savior” time office software.

· Finalized the attendance and leave record of each employee with accuracy on monthly base for payroll processing.

· Tracking of Joining, Casual, PL Advance leaves

· Following with employees / managers for verifying and updating the Leave Without Pay (LWP) days.
· Full & Final Process:-
· Responsible full & final settlements for resigned employees. 

· Taking care on full & final settlements & their Payments i.e. Leave Encashment, Gratuity, Notice Period payment or recovery etc.
· Statutory Compliance:-
· Maintaining PF & ESI Challan on monthly based after completion of Salary every month as per Act.
· Generation of all the statutory reports i.e. PF, ESI, Labor Welfare, Professional Tax & Income Tax etc and sending it to the Finance dept so that the same can be deposited into the respective depts.
· Visit to PF & ESI office related to company issue, when required.
· Joining Formalities & Letter Issuance:-
· Completion of joining formalities, Sending welcome note to all department, Explaining them policies & procedures of the company, Responsible for arrangement of the work station i.e. seating arrangement, computer system, telephone, mobile phone, business cards, Internet, email configuration etc. in coordination with the admin department.
· Formatting and issuing all type of letters including Offer, Appointment, Confirmation, Transfer, Increment, Promotion, Warning, Termination, Experience, Relieving etc.

· HR MIS:-
· Maintaining day-to-day MIS reports:  Manpower Headcount, CTC, New joining & Exit etc.

· Maintaining various formats of MIS report (Monthly budget, manpower cost, department wise cost, daily late coming, absenteeism etc.)
· Compiling all data needed for the annual salary review, and the annual performance appraisal analysis, Bonus calculation & Audit etc.
· Maintain of all record related (Muster Roll, Leave Register, Wages Register, Accident Register, Deduction Register, Pay slip, Bank & Demand Draft Statement, Advance Register, Loan Register, Other Deduction etc.)
· Benefits:-
· Responsible for the mediclaim welfare activities like GMC (Group Medical Coverage) & GPA (Group Personal Accident)
· Handling the medical database of New joinees for addition and Exit employees for deletion.

· Employee queries regarding salary, pay slips, Attendance, PF, ESI & any other issues has to be sorted out within time line decided.
· Ensure of Policy like Conveyance, mobile, guest house policy, transfers policy.

2) Around Two year worked in “M/S DSC Ltd” Corporate Office (From June 2012 to March 2014)
Designation- Sr. Executive- HR
Location-Gurgaon, Haryana.

DSC Limited (Formerly known as D. S. Construction Ltd.) is a part of DS Corp., Constructing Infrastructure to Hospitality, Trading, Real estate & Retailing. 

· Roles and Responsibilies:-  
· Timely collection of monthly payroll input as per payroll schedule and Responsible for 800+ employees payroll processing thought “Webpay Software”, 
· Verify of all unit attendance with timely and accuracy and ensure the time office team work.
· Employee queries regarding salary, pay slips, Attendance, PF, ESI & any other issues has to be sorted out within time line decided

· Taking care on full & final settlements & their Payments i.e. Leave Encashment, Gratuity, Notice Period payment or recovery etc.

· Maintaining PF & ESI Challan on monthly based after completion of Salary every month as per Act.
· Maintaining and verify the contractual worker record. And verification of all vender bills, compliance record with accuracy as per company policy.
· Maintaining various formats of MIS report (Monthly budget, manpower cost, department wise cost, daily late coming, absenteeism etc.)
· Understanding the mandate for hire, coordinating with employees for interviews, managing a database of CVs, screening CVs, scheduling and taking interviews, keeping track of vacancies. 

· Responsible for mediclaim welfare activities like GMC (Group Medical Coverage) & GPA (Group Personal Accident) and maintained all the record. 

3) Four year Worked in “M/S LILLIPUT KidswearLtd” Corporate Office (From May 2008 to June 2012)
Designation- Sr. Executive- HR & Personnel
Location- Okhla Phase-1, New Delhi.
Lilliput Kidswear Ltd. A renowned MNC, dealing into manufacturing & retail of Children Wears. Having more than 250 Showrooms across the Country and 20 Showrooms. 
· Roles and Responsibilies:-  
· To maintain of New Joining Application Forms and Issue Offer letters, Appointment Letter, IDs to employees.
· To maintain & update personal Data base of employees in hard as well as soft form.
· Preparation of Salary processing through “INQUISTOR Payroll Software” and verification of attendance & salary under minimum wages act.
· Generation of Reports (Salary Register, Pay slip, Bank Cash & Cheques Statement, Advance Register, Loan Register, Bonus, Other Deduction etc.)
· Registration of Employees in online ESIC Website and Issue ESIC-IPs or TICs to employees on monthly basis.

· Generating and submitting on-line ESI Monthly Challan and Half yearly Return in specified time.
· Generating and submitting PF Challan, Monthly Return and Annual Return in specified time and filling PF Claim Form.
· Making Full and Final settlements of employees.
· Making and analyzing necessary MISs related to attendance, Salary, Bonus, Appraisals, CTC, Manpower, etc.
ACADEMIC QUALIFICATION

· Passed XII from C.B.S.E. Board Delhi. 
· Bachelor of Arts from Delhi University
· Master of Business Administration (MBA) From Sikkim Manipal University.

COMPUTER KNOWLEDGE

· Successfully completed six month diploma in Computer Basic fundamental office usages software in computer covering (Ms- Office, Ms –Excel, Ms –Word, Email & Internet etc.)

· Complete one year Diploma in “Computer Hardware & Networking” (CMS INSTITUTE)
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