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OBJECTIVE: A growth-oriented opportunity that integrates my background in people management, recruitments and HR administration.
PROFILE: 

· Most recently worked as HR & Admin Head

· Looked after the HR functions for 151 staff at various geographical locations. 

· Identified need of recruitment at the same time utilization of extra manpower, bonds, appraisal, termination etc.

· Managed more than 300 vendors across Maharashtra.
· Handled issues with accounts, vendor queries and disputes carefully and professionally.
· Coordinated with the different Govt.departments on day to day basis to carry out projects and seek instructions on the same. (MSRTC, Social Justice, Education etc.)
· Actively involved in budget for the new campaigns.
· Designed and implemented new HR policies.

· Designed and implemented execution plans for various Govt.campaigns.

· Counseled management students

· Worked as a bridge between the Management institute and the companies

· Motivated staff
EXPERTISE 

· Managerial skills and proven ability to handle various tasks effectively giving justice to each issue.
· Able to balance competing priorities and tight deadlines.
· Strong communication, Coordination and relationship management and problem solving skills.
· Responsible for all HR functions, operations, administration.
· Excellent functional budgeting, training and staff mentoring
· Effectively handled company’s branding and publicity events, managed website updates
· Identified need of various trainings & events in order to keep the employees happy and competent
· Skilled user of technology: to recruit, background check, publicity. Strong network
· Known for warm and professional approach
EXPERIENCE: 

· SANJAY B. PATIL MEDIA GROUP,  Pune

HR and Administration Head: March 2010- June 2013
Administration:
· Took care of day to day operations.
· Prepared Media execution plans for Govt. advertising campaigns.

· Carried out budget estimates, timelines for these campaigns.

· Overseen all the processes of all the campaigns till the final bill is submitted, in timely manner.
· Held business, marketing meetings to ensure the smooth running of the business.

· Supervised day to day accounting: cash expenses, payables, receivables, Payroll etc.
· Effectively handled vendors from all categories.
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      Human Resources:

· Identified the need for new staff
· Recruitment – local as well as throughout Maharashtra
· Prepared employment and confidentiality agreements in liaison with company lawyer
· Appraisal
Other functions:

· Looking after the legal issues of the company along with the company Lawyer.

· MITSOB & MITSOM (MIT College)  Pune

         Sr. Placement Co-ordinator : January 2008- March 2010
· Counselled students on their career growth plan and other personal issues.

· Prepared students for professional interview skills; trained the students on accent & language skills.

· Identified jobs through placement agencies, head-hunters, web portals etc.
· Visited several companies representing MITSOB Placement Cell.

· Invited large number of companies to the college campus for recruitment.

· Arranged Marketing Meet, played important role in arrangements of college functions.

· Arranged interviews & took care of all the placing procedure like offer letters, salary negotiations etc.

· Worked as an expert in selection panel during admission process of MBA & MCM.

· RealAcumen Tech Pvt. Ltd., Pune (Goecart.com)

           HR & Operations Manager: November 2006-September 2007
Administrative and Finance:                                  
 

· Ensured maximum utilization of human resources

· Maintained office systems and ensured compliance among employees

· Handled finances of the organization including management of receivable and payable, preparing budgets, and payroll.

· Managed vendors

· Was responsible for documentation of all organizational systems and processes 

· Responsible for upkeep and maintenance of the office infrastructure.
Human Resources:

· Counselled employees on their career growth plan and other personal issues.

· Identified the need for human resources in the India office

· Identified candidates through placement agencies, head-hunters, web portals etc

· Screened candidates on parameters like attitude, aptitude, adaptability etc

· Prepared media plans

· Prepared employment and confidentiality agreements in liaison with company lawyer.

Other functions:

· Looking after the legal issues of the company along with the company Lawyer.

· Shepherd Village, Toronto, Canada                                                                                          

Staffing Coordinator : Nov.2002- May 2006                                                                                             

· Entirely responsible for all the staffing and scheduling of 495 employees

· Use of ADP software for Scheduling.

· Worked in Unionized environment. 
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· Arranged interviews, managed background checks

· Arranged for orientation programs of new staff 

· Looked after all the contracts with employment agencies
· Coordinated with the accounts manager for payroll of the employees

· Assisted Care Coordinators, health care staff in a highly visible support role including administrative/program support.  

· Vic’s Plumbing Company, Toronto, Canada

  
Office Administrator: 2001-2002
· Duties included Day to day operations like Accounts Payable & Receivable & Pay roll using ‘Quick Books’ Accounts software, managing staff and vendors. 
Key Contributions: 

• Sensitively handled confidential matters, including disciplinary proceedings, and privileged communications and records. 

• Provided "one-stop" solution by dealing with students, staff & clients issues patiently & following up with the solutions. 

EDUCATION  

Diploma in HR Management, Wellingkar University, Mumbai.

Masters in Literature: Shivaji University, 
B.Ed, SMT Govt.College, Kolhapur.

References available upon request.
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