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Professional Synopsis

· Experienced Manager with expertise in Human resources having Extensive background in Organizational development, training, Strategic HR, People Engagement and People Development, Strategic Planning, Skilful and meticulous Project Management 

· Contract negotiation and compliance

· Knowledge of Labour Laws and Practice as well as experienced in Legal compliance and Government regulations.

· Proficient in written and oral communication

· A qualified HR professional with astute experience in the areas of Human Resources and having Hands on exposure to align HR with Business and Operation
· Managed HR function of reputed Pharma, IT and ITeS corporates
· An out-of-the-box thinker and a successful TEAM player

Significant Accomplishments

· Introduce Employee Satisfaction Survey at Etech, Inc. 
· Brought cultural changes by designing and executing various engagement initiatives

· Recognised for rapid change over of ISO Certification from 9001:2000 to 9001:2008
· Initiated Talent Management System to help retention of talent (Etech, Inc.)
· Won annual Twelve Characters of Leadership Award of Etech for INTEGRITY in 2009.
Training Programs Attended

· “A Strategic Approach to … Talent Management & Performance Evaluation 2008” by Dr. Jac Fitz-Enz December 13th & 14th 2007 – Mumbai.
· Regional Gender Networking Workshop held at Ahmedabad in December 1999 organized by GRWSS Project, Bhavnagar, and Funded by The Royal Netherlands Embassy, New Delhi.

· HR Seminar held at Bhavnagar in November 1998 organized by Bhavnagar University, Bhavnagar.

Educational Background

· Masters Of Human Resource Development:- 1999 

· Bachelor of Commerce – 1995 
· Diploma in Labour Laws & Practices – 1999 
· Bachelor of General Law from ICFAI University – 2010 
Professional Experience

1. Sr. Consultant with EUPHORIA Consulting (Mumbai) for its client located across India in Human Resources Management/OD/Change Management. – April 2012 – till date
2. Sr. Manager HR with Motif India Infotech Pvt. Ltd. – www.motifinc.com an MNC headquartered in California, USA, provides BPO and KPO services to Fortune 500 and mid-market companies. Motif has an open and transparent work culture and has been ranked amongst The Top 10 BPO companies and rated the best Call Center /BPO/KPO Company in Gujarat. Heading HR of India operation having approx. 600 employees.– November 2010 – March 2012 
3. Manager HR with Effective Teleservices Pvt. Ltd. – www.etechinc.com  a US MNC and one of the big International Call Centre in Gujarat. I was heading HR function for the India operations where in we have 2 contact centres with manpower of more than 800 in Back end and front end. - November 2004 – November 2010
4. Asst. Manager HR & Administration with Ace Infoway Pvt. Ltd. –a reputed company specialised in web application development. - July 2004 to November 2004.

5. Consultant HR with Contech Software Ltd.  a reputed company engaged in Embeded and Chip Designing for various clients across country: -  April 2004 – July 2004
6. Sr. Executive HR with Gujarat Online Ltd. - a reputed company engaged in GSWAN Operations and Maintenance project. September 2002 –  April 2004
7. Executive HR with Marck Parenterals (India) Ltd. – a reputed pharmaceutical company engaged in manufacturing of sterile liquid parenterals. March 2001 – August 2002.

Functional Training
1. Management Trainee with Industrial Jewels Ltd. – a reputed Industrial company engaged in manufacturing of Micro precision parts. May 2000 – September 2000.
2. Community Organiser with Medhavi (NGO), a reputed NGO engaged in the Water shade Management program and development of below poverty line families in Gujarat. November 1999 to April 2000.

Responsibilities Undertaken

Strategic:

· Reviewing Employee Policy, Drafting and Implementation - Prepare employee policies, procedures and practices in consultation with the management and Respond to related inquiries.

· Performance Appraisal Planning and administration
· Preparing Plan for Employee Engagement Activity
· Cost reduction strategy for irrational overheads

· Maintain up to date records of benefits plans participation such as insurance, personnel transactions such as hires, promotions, transfers, performance reviews, terminations and employee statistics for government reporting, mediation, arbitration and investigation as required.

· Conduct exit interviews and provide with suggestion to Management with respect to the Retention Strategy and Attrition controls.
· Compensation and Benefit survey.
· Advises management in appropriate resolution of employee relations issues.
· Consultative role for Management from Human Resource perspective.
People Hiring:

· Preparing hiring requirement based on the strategic needs
· Cost effective hiring

· Major work in Hiring:

· Brought down cost by reducing consultants and renegotiating with portals & consultants / vendors
· Participation in job fair

· Campus Hiring

· Developing various tools for hiring

People Engagement:

· Warm on boarding for new employees and induction training

· Plan and conduct new employee orientation to foster positive attitude toward company goals.

· Preparing Engagement Plan and Cost for next financial year

· Designing of Engagement calendar for the whole year

· Ensuring timely and cost effective execution of engagement program

· Evaluating people engagement through feedback process and surveys

· Planning and executing post survey remedies for remaining gaps

· Administration of performance payouts as per the engagement plans

· Major work in engagement;

· Conduct Employee Satisfaction Survey on a regular interval

· Conduct Focus Group on a regular base
· Presentation of Score cards and focus areas

· Feedback sharing with function heads and follow up thoroughly for the actions
· Conducting 360 degree feedback for leaders and share their feedback ensuring the action plan in place and review of the same
· Execution of plans in the areas of focus and challenges

· Employee recognition through Employee of the Month

· Celebration in Festivals (New Year Eve, Friendship day, Navratri, Cultural events)

· Competition (Quiz competition, Best work station, Sports)

· Focus Group Meeting and ensuring smooth employee relations

· Administration of Yearly Gifts

· Birth day celebrations and mailers

· Confirmation & Talent Management

· Ensuring no relations damages through Grievance Handling

· Prepares employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separations.
People Development:

· Preparing Internal Job Posting
· Creating internal pool for Leadership Position
· Identifying the best talent within the organization for training
· Conducting Programs

· Post Program Feedback and measurement

· Facilitating training for aspiring leaders program
· Conducting interview and assessment for IJP
· Conducting feedback session for those who are unsuccessful in IJP’s
· Coordinates management training in interviewing, hiring, terminations, promotions, performance review, safety, and sexual harassment.
Performance Management System:

· Administer performance review program to ensure effectiveness, compliance and equity within organization and advise management in appropriate resolution of relative issues.

· Setting of JD & KRA on the joining or beginning of Half Year

· Administering Performance Appraisal System and process
· Training Functional heads for setting of KRA and measurement

· Summarisation of measurement ratings

Training & Development:
· Identifying Training Need with the help of PMS, Competency Mapping

· Publishing yearly Training Calendar 

· Identifying the relevant faculty from within and coordinating with external agencies

· Ensure the adherence to the training calendar
· Measuring Training Effectiveness

· Feedback from the training provided to the participant and faculty

· Coordination with Training Institute for in-house training

· Plan and Arrange external training – outbound training, experiential learning, team building, communication etc.

Compensation & Benefits:
· Benchmarking Salary – Market Trends
· Carry out Salary and Compensation survey within industry
· Payroll Processing & Report Generation of applicable statutory compliance
· Preparation of challans and ensuring payments within stipulated time limit
· Submission of timely reports from applicable labour laws per se
· Administering Benefits viz., Mediclaim, Accidental Insurance, Meal Coupons, Tuition Reimbursement, and Referral Bonus Scheme etc.
· Handled inspection from Legal compliance per se
Compliance and Statutory:

· Ensuring adherence of Compliance and statutory fulfilment

· Timely filling returns of PF, ESIC, Gratuity, Minimum Wages, Equal Remuneration, Apprentice Act & Employment Exchange

· Reverting on notices by labour department

· Appearing in any hearing / meeting in labour department / court

· Contract Labour Registration and Licence
· Prepare employee separation notices and related documentation, reports and recommend procedures to reduce absenteeism and turnover. 
· Liaison with Govt. & Non - Govt. Officials / Organizations

Others:

· Administer benefits programs such as life, health and disability insurances, leave of absence, and employee assistance. Investigate accidents and prepare reports for insurance carrier.

· Ensuring payroll inputs in time and timely payouts

· Monitoring Administration and Facility management

· Disciplinary action
· Mediclaim assistance

· Operation HR assistance

· Represent management to facilitate QA / QC requirements for ISO certifications & ensure conformity

PERSONAL INFORMATION:

LANGUAGE COMPETENCE: Hindi, Gujarati, English

COMPUTER SKILLS: Windows 98, Windows XP, 
DATE OF BIRTH: 17th September, 1974

MARITAL STATUS: Married 

PASSPORT DETAILS:

Passport No.: E2364065

Place of Issue: Ahmedabad, GUJARAT, India.

Issue Date: 22nd June, 2002




Date of Expiry: 21st June, 2012
















