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	    Executive Digest: 


· Out of 18 years of total experience, 13 year of experience is of qualitative HR & Operations affairs including recruitment & retention, training & development, conflict resolution, benefits & compensation, Hr records management, HR policies development, legal compliance & Operations,   

· An ambitious and optimistic HR & Admin Professional well acquainted with techniques, and possessing proven planning and management skills.

· Adept in executing time bound assignments and manpower management with minimum resources.

· Managerial abilities to coordinate, manage, motivate and lead diverse teams.
· Unyielding integrity and strong determination to succeed against all odds. 

	Experience Chronology: 


· April 2012 to February 2013: Branch Head (Administrator) in Sanjeevani CBCC USA Cancer Hospital, Raipur, Chhattisgarh.
· Responsible for the day to day operation of a hospital.

· Oversee various hospital departments and other related medical facilities

· To follow and enforce rules as per company’s policy.
· Plan, organize, direct, control and coordinate medical and health services.

· Acting as liaisons among the governing boards. Looking after Tie-ups with different government, Corporate & Banking institutes.

· Creating environment that allows all departments work together as a team

· Ensuring quality assurance for patient services

· Keeping up with government rules & regulations. Liasoning with legal authorities such as GLO, ESI etc. 

· Workforce utilizations, Training & Development, Staff Welfare activities, Absenteeism analysis, Accident Records.
· April 2009 to March 2012: Head HR & Operations, Navneet Memorial Hospital. A multi-specialty Hospital situated in the heart of Ahmedabad city.

· Heading HR & Operations and managing team of 6 members (having 2 direct reports and rest in line as well as dotted line reporting from various subsidiaries).
· Effectuating policies, programs and strategies to manage the HR functions for entire group of Hospitals.
· Directing the following functions:
· Recruitment, staffing, organizational and space planning (in line with the company’s business needs).
· Implementation & administration of performance management & improvement systems as well as compensation and benefits.
· Organization Development initiatives, employee orientation, training & development.
· Management of employment and compliance with regulatory guidelines.
· Company employee relationship and community communication.
· Overall employee relationship and welfare management.
· Played a stellar role in the implementations of;
· Biometric attendance system, which was a shift from manual attendance tracking & overtime calculation to automated systems.
· Insurance schemes and better salary structures with better incentives schemes and appreciation awards.
· Formulated, finalized and implemented a recruitment process.
· Brought down the dependency on consultants by introducing employee referral to reward system and direct recruitment from Nursing Colleges.
· Pivotal role in streamlining; 
· Payroll process resulting in better timelines for salary payment and zero errors.
· Administration & HR Operations departments / processes and clarity in roles & responsibilities.
· Credited with successful introduction of “Employee Referral Program”’, which resulted in cost cutting in terms of in hiring and brand building internally.
· Sept. 2008 to March 2009: Head HR & Admin, Archon Engicon Pvt. Ltd. Santej, Gandhinagar. Manufacturing and erection of Telecommunication Towers. Independently setup HR Department.
· Handled the planning, development & implementation of strategy for HR iincluding recruitment policies, quality procedures, discipline, grievance settlement, counseling, pay & conditions and training & development.

· Looked after Employee Relations and Corporate HR functions,

· Ensured transmission of the HR goals to all departments and synchrony with corporate goals.

· Pivotal role in the start up, development and management of the Training & Development team within HR.

· Put key focus on talent engagement through continuous Learning & Development initiatives as well as continued education. Laid stress on developing employees on Personal Development, Leadership, Business Contextual & Technical Skills.

· Led training need identification and development of effective training programs in close coordination with other departments. Planned, organized and conducted induction training sessions for all new employees.

· Liaised with external consultants / trainers for specialized training sessions.

· Carried out an evaluation of the training programs for staff; led the implementation of new training solutions as per business & people’s requirements. Subsequently, carried out follow-up research which showed improved budgets and morale of the people.
· Dec. 2007 to Aug 2008: Manager (HR & Admin), Ratnamani Metals & Tubes Ltd., Ratnamani Metals & Tubes Ltd is a fast growing Carbon Steel & Stainless Steel Tubes & Pipes manufacturing Company with three divisions & manpower of 1600 employees & an annual turnover in excess of Rs. 1200 Crores.  
· Handled the planning, development & implementation of strategy for HR iincluding recruitment policies, quality procedures, discipline, grievance settlement, counseling, pay & conditions and training & development.

· Looked after Employee Relations and Corporate HR functions,

· Ensured transmission of the HR goals to all departments and synchrony with corporate goals.

· Pivotal role in the start up, development and management of the Training & Development team within HR.
· Put key focus on talent engagement through continuous Learning & Development initiatives as well as continued education. Laid stress on developing employees on Personal Development, Leadership, Business Contextual & Technical Skills.

· Led training need identification and development of effective training programs in close coordination with other departments. Planned, organized and conducted induction training sessions for all new employees.

· Liaised with external consultants / trainers for specialized training sessions.
· Carried out an evaluation of the training programs for staff; led the implementation of new training solutions as per business & people’s requirements. Subsequently, carried out follow-up research which showed improved budgets and morale of the people.
· Jan. 2007 to Nov. 2007: Manager (HR), Krishna Heart & Superspecialty Institute, Ghuma, Ahmedabad (Gujarat, India)
· Handling HR Polices compliance, documentation, Maintenance & regular updating of “Personnel Information System”.
· Responsible for interviewing candidates, discussing offer & issuing offer letter, making of salary fitment, joining formalities.
· Conducting, Co-ordinate & Schedule various training programmes for our employees.

· Involved in Employee Relations & effective communication.
· Conducting Performance Appraisal & Job Evaluation.
· Recognizing & rewarding benefits.
· Induction of new employees.
· Ensuring timely compliance with statutory submissions of records.
· Responsible for Employee’s Mediclaim Policy & Group Personal Accident Policy.
· Responsible for Full & Final Settlement of left employee’s.
· Salary Administration, Leave management & attendance Records. 
· Managing Admin.(Responsible for security services / Housekeeping / Guest House / Travel / Canteen)
· Mar. 2006 to Dec. 2006: Manager (HR), Mayflower Women’s Hospital, Memnagar, Ahmedabad (Gujarat, India)
· Handling HR Polices compliance, documentation, Maintenance & regular updating of “Personnel Information System”.
· Responsible for interviewing candidates, discussing offer & issuing offer letter, making of salary fitment, joining formalities.
· Conducting, Co-ordinate & Schedule various training programmes for our employees.

· Involved in Employee Relations & effective communication.
· Conducting Performance Appraisal & Job Evaluation.
· Recognizing & rewarding benefits.
· Induction of new employees.
· Ensuring timely compliance with statutory submissions of records.
· Responsible for Employee’s Mediclaim Policy & Group Personal Accident Policy.
· Responsible for Full & Final Settlement of left employee’s.
· Salary Administration, Leave management & attendance Records. 
· Managing Admin.(Responsible for security services / Housekeeping / Guest House / Travel / Canteen)
· Dec. 1993 to Dec. 2002 & Nov. 2003 to Feb. 2006: Joined as Public Relation Officer and rose to the position of Manager HR & Admin, Sushrusha Hospital, Navrangpura, Ahmedabad (Gujarat, India)
· Handling HR Polices compliance, documentation, Maintenance & regular updating of “Personnel Information System”.
· Responsible for interviewing candidates, discussing offer & issuing offer letter, making of salary fitment, joining formalities.
· Conducting, Co-ordinate & Schedule various training programmes for our employees.

· Involved in Employee Relations & effective communication.
· Conducting Performance Appraisal & Job Evaluation.
· Recognizing & rewarding benefits.
· Induction of new employees.
· Ensuring timely compliance with statutory submissions of records.
· Responsible for Employee’s Mediclaim Policy & Group Personal Accident Policy.
· Responsible for Full & Final Settlement of left employee’s.
· Salary Administration, Leave management & attendance Records. 
· Managing Admin.(Responsible for security services / Housekeeping / Guest House / Travel / Canteen)
	Academic Qualification: 


2003 - 
PGDHR from Deakin University, Melbourne, Australia.
1994 - 
B.Com from Gujarat University.
	Computer Literacy: 


· MS Office (Word, Excel, PowerPoint)
	Extra curricular activities: 


· Worked as Event Manager in Association of Physicians of Ahmedabad.
· Worked as Event Manager in Cardiology Society of India – Ahmedabad Chapter.

· Worked as Event Manager - Audio Visual Expert in Ahmedabad Obstetric & Gynae Society.
	Reason for Seeking a Change:  


· For Health purpose.
	 Salary Details:  


·   Salary drawn 
  : To be provided on request                                                                                                                                                         
·   Salary Expected     : Negotiable

	References:  


· To provide if required.
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Personal Details :


Date of Birth  
: 29-05-1971
Sex
          
: Male

Marital Status
: Married
Nationality     
: Indian
Passport No

: To be provided on request

