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Objective:
To be a part of professionally managed organization, where my skills and experience are utilized, to the extent that organizational and personal goals are achieved.

Educational Qualification

MHRD, specialization Human Resource in 2005                          50%
B.Com, specialization Marketing & Management in 2003             49%
Work Experience:
Sodexo Food, Facilities and Project Management Services Pvt Ltd.
(Jan 2014 till date)  – Barmer, Rajasthan

Role:

1. Driving execution of policies, processes and strategies.

2. Leading team of 8 colleagues for execution of HR functions across different regions.

3. Assining regular and additional activities of HR & Admin functions within team to complete online portal related jobs and their documentation for submission within time frame.
Shree Swami Harigiri Paper Mills Ltd.
Designation:– Manager Personnel & Admin
( From June 2011  to Jan-2012 at Panoli

(April 2010 to Dec 2010) - Gujarat

(Jan 2007 to Mar 2010) - Mumbai

Designation: Executive – HR & A

Reporting to HR Manager & Operations Manager
Role:

1. Recruitment / Joining Formalities / Exit Clearance / Attendance &Leave: 

· Sourcing staff through Newspaper advertisements, employee referrals,direct walkins etc.
· Checking application/sourcing profiles for junior management level through job portals and referrals, scheduling and coordinating interviews.

· Complete joining formalities for new employees, ie issuance of offer letter, contract letter, sending for medicals and trade tests for skilled staff, Identity cards, uniform, shoes, To and Fro expenses etc.

· Implement recruitment and selection initiatives and fulfill manpower requirements.

· Conduct orientation program for new employees and coordinating corporate induction of new resources.

· Execute the FS PRO software.

· Maintain complete database of employees like – Professional qualification, experience, mailing address, promotion, current locations & salaries. All types of monthly  HR reports to be submitted to the management.

· Coordinating with HOD’s and collect inputs pertaining to probation confirmation, promotion and transfer of employees.

· Initiating exit formalities of employees and coordinating exit interview of employees.

· Maintain exit employee records which includes relieving letter, experience certificate, full & final settlement, etc.

· Maintaining leave records for employees.

 2.  Induction + Training and Development: 

· Briefing new joinees on and ensure they meet all existing employees in one particular office or location. Offering company manual where employee can better understand Ethics, valules, vision and mission, 
· Helping the management to identify the training needs of employees and formulating training programs department-wise with the inputs received from Corporate HR.                                        
 3. HR Policies and Procedures:
· Monitor and implement HR  policies and procedures and ensure their continual improvements to meet the business / location needs.

· Coordinate with other locations and ensure that there is uniform implementation of all policies and procedures.

· Ensure Confirmations / Performance Appraisal Systems (PMS) as per the defined guidelines.

· Prepare & update the Organizational Chart.

· Prepare MIS Reports on various HR & Admin processes as & when required.

· Collate and Update HR employee database & File the documents, records & database accordingly for effective & proper future reference

· Employee Engagement & Employee Satisfaction & Retention
· Ensure resolution to employees  issues / grievances
· Track Early Warning Indicators & conduct retention / counseling meetings
 4. Performance Appraisal: 

· Responsible for effectively carrying out the performance appraisal program in coordination with the management for the annual increment & promotion.

· Track attrition and highlight major concerns.
5. Pay-rolling / Compensation & benefits:
· Processing & supervising the payroll for more than 2500 Employees spread all over India and abroad.
· Handeling employees / Client queries and ensuring high levels of customer responsiveness in coordination with payroll team.
· Co-ordination with accounts for Fund Management
· Constantly creating Value added services and undertake Process improvement initiatives
· Grievance Handling, Appraisal support, strong support on pending backlog if remaining.
· Assisting checklist of new joiners, from mumbai or other sites and coordinating chennai and providing them the relevant information.
· Issuing Payment Cheques for pending salaries, Bonus Cheques, Medical, and full and final settlement of employees.
 B. ADMIN:
Ensure the smooth working of the office.

· Manage office phone and broad band connections.

· Issue employee , mobile phones and SIM cards.

· Assisting in accommodation for new joinees/ guests.

· Tracking of bill payments for telephones, electricity, internet connections.

· Assistance in IT support.

(April 2010 to Dec 2010) - Gujarat
1. Coordinating with Operation managers and Legal Department in Head Office Mumbai preparation and finalization of Rental Leave & Licence Agreements for our staff at sites. 

2. Assist in new joining formalites ( Includes medicals, joining forms, contract letter, bank forms, photocopy of certificates related to age and address proof, ID cards, site mobilization letter, transfer letter, interview letter Etc.) and ensure all is done on time, sending bank to processing team to ensure that salaries are paid on time.

3. Grievance handling related to salary issues, bank card issues, F&F settlement, PF issues Bonus and escalating to concerned person for their status.

Our clients include Aban, Atwood Beacon, British Gas, Cairn, Diamond offshore, Dolphin offshore, Jindal drilling, L & T, Niko resources, Noble drilling, Ongc, Reliance Saipem, SCI, Seamac, Transocean, Belford Dolphin, Ed Holt, Sarku, etc. – Mumbai Clients.
Our clients include ABB, ABG, Areva, Essar Oil Ltd, General Motors, IIM Ahmedabad, IPCL Dahej, Mahavir Hospital, Reliance Jamnager, Shalby hospital, Tata Motors Ltd,  etc. – Gujarat Clients.

(May 2006 to Jan 2007) – Mumbai
Worked with Harjai Computers Pvt Ltd,
Designation: HR Executive {IT Recruitments} Reporting to Managing Director.
Role:
1. Understand Requirement Source resumes from Database and Job Boards 

2. Match technical Skills Match Experience Duration and Responsibility Level 

3. Short list Candidates Meet short listed candidates and evaluate their soft skills 

4. Check References Submit to Client Conduct Background checks for selected candidate Sign Contracts Conduct Regular follow-up on performance 


This process ensures that both the employer and the employee are happy with the placement.
Contract Hires: 
For temporary and project staffing requirements of any duration.

 

Contract to Permanent: 
A contract professional is placed on your site to perform specific duties for a period of twelve months or less with the intent to transfer the contractor to a direct employee at the end of the work assignment. This process allows you to fully evaluate an employee's capabilities and "fit" prior to committing to a hiring decision. 

 

Permanent employees: 
We provide you with pre-screened candidates to fulfill permanent staffing needs.

 Dedicated Recruiting: 
For clients with significant hiring requirements, we can supply dedicated recruiting personnel, which may include multiple recruiters, an account manager, and administrative support. This program ensures consistency and quality throughout the hiring process and facilitates a better understanding of the client's specific hiring needs.

Our clients include Datamatics, Diebold, Lehman Brothers, Morgan Stanley, Tata Interactive services, NCR Corporation, Systime, Rave Technologies, Hexaware Technologies, etc.

(November 2005 – April 2006) - Mumbai

Worked with ACH MANAGEMENT CONSULTANTS PVT LTD.

as Recruiter Consultant -Reporting to Managing Director.
{Job profile includes,

· Working as a Recruiter Consultant.

· Handling the recruitments in the field of Human Resource, Accounts, Supply Chain Management and Sales & Marketing of top MNC’s.

· Setting monthly & daily targets for the team.

· Preparing and monitoring the monthly plans.

· Daily, weekly, monthly and quarterly performance evaluation of team members.

· Understanding the requirements of the MNC Clients and shortlist the candidate.

· Head hunting.

· Co-ordinate with the clients for entire recruitment process.

Our clients include Nokia, Johnson & Johnson, Parle, Amul, Mother Dairy, Piddelite, Wipro, Cadbury, Perfetti, Pepsi, etc.

Vocational Training
In ‘Gujarat Narmada Valley Narmada Fertilizers Company Limited’, Bharuch.

Duration – 2 months (11-06-04 to 10-08-04).

Project Title

‘Training and Development of Captive Faculty’ at G.N.F.C. Ltd., Bharuch.

Computer Education

· ‘Computer fundamentals introduction to basic language and   programming’ course from APTECH in April 1995.

· One-year course from NIIT in 2001-02.

Extra Curriculum Certificates

· G. K. Exam conducted by A.B. H. South India in 1993 and 1994.

· Certificate of typing at state level, Ahemdabad in November 1997.

· Certificate for winning cricket match, which held in the month of December 2000.

Languages Known 

English, Hindi.

Strengths:

· Self starter possessing excellent interpersonal communications skills

· Numbers driven, and able to work independently, as well as part of a team. 

· Proficiency in MS Office, such as Excel, Word, and Outlook
Personal Information

Mobile. –
9987972817 / 7742550099
Email.    – 
pannkaj.joshii@gmail.com
Date of Birth:
20th August 1982
Passport No:      H7950180
Total Exp:
14 Years & 7 Months

Relocation:
Yes
Notice Period:
2 months

