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Career Objective

( To obtain challenging position in the field of HRD in a growing organization by applying the acquire technical and management skill and Contribute my Strength to grow it further.
· PROFESSIONAL PROFILE

· MBA-HR professional with overall 13 years of experience out of which 8+ years in Human Resource department.
Professional Experience

Pancham Hospital, Ludhiana              (Sep 2013 to till date)                     As a Manager-HR
Key Highlights:

1. Formulating and implementing the policies

2 Talent Acquisition - Manpower planning, analyzing manpower requirement, conducting interviews and finalizing candidates for all the respective categories. 

3 Training & development – Training and development of all the staff and upgrading the competencies of the staff. Identifying training needs, imparting trainings, assessment and audits of the training.
4 Handling NABH Audit and policies of NABH.
5 Handling the Salary, Attendance & Leave Administration for the staff.
6 Induction – induction and orientation for new joining, joining formalities etc.
7 Statutory compliances – statutory compliance of the hospital including PF, ESI, all annual and monthly returns etc.
8 Reward & Recognition

9 Handling credential and privileging for the staff

10 Employee Engagement

11 Exit Formalities including full and final, exit interviews.
12 Grievance handling

13 Misc. – MIS, HR Budget, Life wall and any other work allocated by the management.

SPS Apollo Hospitals, Ludhiana          (Nov, 09- Sep 2013)       As an Assistant Manager-HR
Key Highlights:

· Talent Acquisition

· Staffing Planning.
· Analyzing the manpower acquisition as per the requirement/ sanctioned manpower strength.
· Strategizing the recruitment activity for the vacant position.
· To enhance the perception of SPSAH as a preferred employer through various promotional Activities.
· Conduct interviews for Middle Hierarchy.
· Finalizing the salary of short listed candidate as against the grades & offer the position in writing.
· Training & Development

· Ensuring training & development process which is aligned with the planned schedule.
· Planning & prioritizing the monthly training sessions as per the annual training plan.
· Analyzing training effectiveness.
· Training Assessment

· Audit of Training.

· To ensure smooth & timely functioning of following activities as per the policy:

· Talent Acquisition

· Induction & training Formalities

· Statutory Compliance

· Training & Development

· Effective Communication to the associates (Life Wall)

· Salary Administration

· Exit Administration

· Employee Engagement Programs

· Performance Management

· Reward & Recognition

· Employee Welfare Activities 
· Exit Interviews

· Coordinating Exit Interviews

· Analyzing data & take corrective Action

· To design & ensure smooth Functioning of effective communication tools of connecting to employees:

· Life wall

· E-News Letter

· Connect: Monthly Meets with various Professionals

· Miscellaneous

· Preparing the HR budget for review

· Analyzing the data of employee satisfaction survey

· Ensuring smooth functioning of employee engagement activities

Nicks (India) Tools          
     (March, 09- Nov, 2009)                       As an Executive HRD
Key Highlights:

· Recruitment, selection and Joining for all categories. Manpower Planning, Formulated and implemented the Recruitment Policy, Liasioning with various Recruitment Agencies, Designing Job Descriptions for Job Postings, Designing the Selection Parameter, Conducting and Co-coordinating the Pre and Post Interview transactions, Joining formalities.

· Induction and orientation. 

· ISO,SHE & OHSAS record maintenance related to H.R Department
· Performance Appraisal System,
· Training & Development: Formulation and Implementation of Training Policy, Co-ordinating and managing, Training Need Identification to training Effectiveness Analysis.

· Employee Relations: maintaining harmonious work climate, Grievance Handling, Birthday celebration and other employee engagement activities.

· Misc: Event Management, Internal Communication, Exit Interview, Grievance Handling, etc.

Metro Tyres Limited                (Mar.08 –Jan.2009)                             As an Executive - HR
Key Highlights:

· Manpower Planning, Framing & implementing policies.

· Recruitment, selection and Joining for all categories. Manpower Planning, Formulated and implemented the Recruitment Policy, Liasioning with various Recruitment Agencies, Designing Job Descriptions for Job Postings, Designing the Selection Parameter, Conducting and Co-coordinating the Pre and Post Interview transactions, Joining formalities.

· Induction and orientation. 

· Policies and process implementation.

· Performance Appraisal .

· Fulfilling Statutory Compliances like Gratuity Act, Provident fund ,ESI Challan and other liabilities.
· Compensation Management:  Updating employee information, PF ESIC related matter, Wages and salary administration, full and final settlement.

· Employee Relations: maintaining harmonious work climate, Grievance Handling, Birthday celebration and other employee engagement activities.

· Misc: Event Management, , Internal Communication, Exit Interview, Grievance Handling, etc.

HDFC Standard Life Insurance Co. Ltd.      Mar.07–Feb.08            as a Regional HR Support
Key Highlights:

· Manpower Planning, Framing & implementing policies.

· Recruitment, selection and Joining for all categories. Manpower Planning, Formulated and implemented the Recruitment Policy, Liasioning with various Recruitment Agencies, Designing Job Descriptions for Job Postings, Designing the Selection Parameter, Conducting and Co-coordinating the Pre and Post Interview transactions. 

· Sourcing profiles Analysis and Management, Screening Profiles 
· Grievance Handling.

· Fulfilling Statutory Compliances like Gratuity Act, Shops and Establishment Act and other liabilities.

· Induction for new Joinees.

· Job Posting in Job Portals, Newspapers, T.V Cables etc.

· HR-MIS : Furnishing & updating periodical reports to provide feedback to the management on the Manpower Strength, Absenteeism Rate, Attrition Rate, Male – Female Ratio, Manpower Cost, Report Of New Joinees.

· Complain Management.

· News Letter, Birthday celebration, Festival celebration and other employee engagement activities.

Academic & professional qualifications
· Master in Human Resources Management (MHRM) from IMT Ghaziabad with 66% in 2007.

· Master in computer Application from IGNOU with 60%.
· 3 Year Diploma in Computer from NIIT.
· B.A (Hon.) in Economics from Pune University in 1999-2002.

· Senior Secondary from K.V.S.C from C.B.S.E Board in 1999.

· Matriculation from K.V Binnaguri Cantt in 1997.

Projects Completed

· Handle three successful audits for JCI accreditation for Human resource department.
· Kaizen Team member in Apollo Hospital. 
· Taken lots of new initiatives like 5-S (Quality Initiatives i.e Suggestion scheme).
Strength
· Efficiently handled recruitment & selection, verification of qualifications & reference check of the employees, File management, MIS, Quarterly assessment, Induction, Training & development, Performance Appraisal, Reward & recognitions etc.  
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