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Professional Experience
Present employment 

PRIMUS SUPER SPECIALITY HOSPITAL
Designated as Assistant Manager - Human Resources since MAY 01, 2014 TO till date

HR Professional with 9 Year or rich work experience in MIS Management, Employee Dataase, joining Formalities Leave, Leave Management, Payroll Maagement, Maintaining Attendance System, Performance Management system, and recruiting professional.

PAYROLL MANAGEMENT
Managing all payroll reports

· Time sheets, individual attendance and production records, and other related documentation; ensuring all data is updated within organizational Human Resources Information Systems (HRIS) in a timely manner

· collect, compile and enter payroll data using appropriate software

· review and verify source documents

· calculate and post payroll deductions

· process payroll by established deadlines

· issue statements of earnings and deductions

· reconcile employee deductions

· update payroll records by recording changes including insurance coverage, loan payments, salary increases

· prepare and print payroll reports of earnings, hours worked, taxes, insurance, leave

· address employee's pay-related concerns and provide  accurate payroll information

· complete requests for pay-related documents including statements and verifications

· produce federal, state and local tax payments

· develop, manage and maintain comprehensive payroll records

RECRUITMENT

Expertise in the areas of Staffing, Recruiting, Sourcing, Head Hunting, Team Handling, Reporting, 
Vendor Management, Sourcing, Interviewing, Campus Recruitment.
Client Handling, Salary Negotiation, Executive Hiring, Contract Recruitment, Team Management.
Proficient in recruiting candidates from all levels Junior Level to Senior Level.
Good experience of Campus Recruitment/ Off Campus Hiring.
Possess excellent communications and interpersonal skills. 
JOB RESPONSIILITIES

· Interacting with clients and understanding the requirements

· Maintaining database of prospective candidates.

· Sourcing talent through Job portals.

· Scrutinizing, prescreening & tele-interviewing the candidate.

· Scheduling & coordinating the interview between Candidate & Client.

· Taking feedback after interview.

· Job Porting & Bulk Mailing.
HINDUSTAN TIMES MEDIA LIMITED
Leaders in the News Paper Industry 

Designated as Sr. Executive - Human Resources since Nov 05, 2012 TO aPRIL 15, 2014
Providing complete support in terms of MIS Management, Employee Database; Joining Formalities, Leave Management, Payroll management, Maintaining Attendance System and all other day to day assignments like Letter of Offer, Appointment Letters, keeping track of confirmation of employees and issuance, transfer communications to other units and processing and Exit formalities.

· Major Responsibilities 

· MIS Management : Capture all basic information of new joining and processing Weekly / Monthly MIS in terms of complete information including Manpower Summary, Attrition Band wise/Department wise and total strength of employees Active / Inactive etc. 

· Performance Management System – Actively participated in Appraisal Cycles & ensures closure as per set timeline.

· MIS & Analysis:  

· Preparing and presenting the Weekly/Monthly/Annual Reports pertaining to Payroll Recruitment T&D etc.

· Responsible for monthly HR review reports related to Headcount, Attrition, Hiring, Cost, etc.

· Managing & reviewed various activities related to attendance.

· Reviews & Dashboards related to Monthly performance and Attrition analysis.
· MIS Updating by HRIS

I am very much familiar with HRIS (Human Resources Information System) and confident to work with the software. Have worked with HRIS for around 7-Years with “Max Healthcare” and even got involved in “Fortis Escorts Heart Institute for HRIS Implementation. Even I am also excellent in Manual work
· Statutory Compliance:  

· Ensuring completion of all year ending activities, including investment proofs submission, Form 16, etc. 

· Coordinating with the legal professionals for legal issues and adherence to statutory requirement.
· Assuring that all the relevant statutory remittances are made as per timelines.
· Coordinating with the vendor to check the status of clearance of PF settlements (withdrawals / transfers) are processed as ongoing basis.
· Exits & Separation:  

· Review exit interviews and related tasks. Ensuring relieving documentation & deactivation of employee access to corporate network, Emails, premises and completion of exit formalities and recording of documentation. 

· Analyze attrition data and develop strategies to manage and reduce the attrition.
· Ensure F & F settlements for ex-employees are processed within prescribed timelines.
· Company’s exposures to pending recoveries are kept minimum by adherence to recovery process.
· Human Resources Information System
· Monitor & Ensure Regular and timely update of database for personnel records (personal details, position, salary, appraisal outcomes, and leave records) for correct and just-in-time information required on employee status.

· Ensuring all employee personal files are updated with necessary documentation.

PREVIOUS EMPLOYMENT
Fortis Escorts Heart Institute – new delhi 

Leaders in the Healthcare Industry 

Designated as Executive-Human Resources since Jan 24, 2008 to Oct 31, 2012
Working with middle management and providing complete support in terms of MIS Management,  Group database; Joining Formalities, Leave Management, Preparation of Salary days, Maintaining Attendance System and all other day to day assignments like Letter of Intent, Appointment Letters, keeping track of confirmation of employees and issuing them letters, deputation / transfer communications to other units and processing and Exit formalities. 
· Key Responsibilities
· Joining Formalities 

· Assisting in Full & Final Settlement of Exit Employees

· Recruitment & Selection in terms of maintaining data base, calling  candidates, scheduling interviews

· Day to day communications, absconding letters, organizational announcements, Offer Letters, Appointment Letters and various other day to day communications for employees.

· Attendance management system : keeping track of all employees recorded in Bio Metric system

· Leave Management : Keeping track of leaves of all employees

· Preparation of Payroll inputs like Leave, Attendance, Advances, Loans, Stop Salary, and Deductions etc. 

· Major Responsibilities 

· Have been involved in two major tasks in the HR, viz., MIS Management, Performance Management Systems.
· MIS Management : Feeding all basic information of new joining and processing Weekly / Monthly MIS in terms of complete information including Manpower Summary, Attrition Bandwise/Department wise and total strength of employess Active / Inactive etc. 
· Performance Management System – Actively participated in Appraisal Cycles with immediate reporting Manager for (3) three consecutive years.
PREVIOUS EMPLOYMENT

Max SUPER SPECIALITY HOSPITAL – SAKET, New Delhi
Designated as Assistant – Human Resources from February 2006 to January 2008
· Joining Formalities

· HRIS: Maintenance and updation of Human Resource Information System (ERP). Preparation of Offer Letters, Appointment Letters, day to day reports etc. 
· Payroll: Preparation and verification of payroll process.

· Time Management: Attendance and data tracking

· Updating and maintaining database of daily concern.

· Exit Process: Full & Final Settlement of the employees.
Education & Certifications
Professional                    

· PGD- HR
  Academic:         

· Graduate in Humanities from Meerut University. 
Technical Qualification
· Diploma in Computer Software from Aptech Computer Institute

· Having excellent command over MS-Excel, can analyse data and can manage easily  various analysis, be it MIS, various cost implications, Appraisals and several other reports in HR.
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