CURRICULUM-VITAE
MANJUNATH V

No.1133, “D” block, 5th Main



Email id: manju.info10@gmail.com
ACES Layout, near playground, 

Kundalahalli, Marathahalli, Bangalore -560037
Contact number: 9110614119
PROFILE SNAPSHOT:

HR Generalist having 4.5+ year of experience in core areas of Recruitment, HR Operations, On boarding, Induction, Payroll processing,  Employee Engagement, MIS, PeopleSoft, and Statutory.
A task- oriented professional who likes to explore the unknown potential within and take up new challenges and responsibilities in a competitive organization. An extremely focused, dedicated and result- oriented professional and also has the driving force to do good work always by continuously contributing towards achieving the organizational goals.

EDUCATIONAL QUALIFICATIONS
	Education
	Institution
	Year of Passing
	Percentage

	B.S.C (STATS & Economics)
	G.S.C, Bangalore University
	2013
	55.7

	Intermediate
	Board of Intermediate, Karnataka
	2010
	52.3

	S.S.L.C
	School of Secondary Education, Karnataka
	2006
	74.5


PROFESSIONAL EXPERIENCE:

· Currently working as Contributor Payroll & HR Ops in Otis Global Services Center Pvt Ltd, Bangalore from Sep’18 to till date.
· Worked as Payroll Executive in ObjectWin Technologies Pvt Ltd, Bangalore from June’17 to Aug’18.
·  Worked as HR Executive in Radix H R Solution, Bangalore from Oct’13 to Feb’15.

JOB PROFILE:

· HR Operation & Payroll
· Worked as part of HR Ops & Payroll team.

· Handling staff on boarding & Orientation of the new joiners (Company values, Policies & Procedures)
· Updating and maintaining employee compensation data in payroll system.

· Maintaining and updating various MIS reports pertaining to HR activities including new joiner data, Exit employee data and Attrition analysis, Department costing, and HR Dashboards etc.

· Employee Data Management and prepare data reports for internal stakeholders and MIS report preparation

· Liasoning with Payroll for monthly salary inputs and any other query resolution.

· Consultants management Managing Consultant contracts, Attendance, Invoices, process payments, Liason with Finance team
· Handling end to end employee / consultant related documentation like visa letters, experience letters, transfers & relocations
· Responsible to process employee benefits like Gift Cheques, Loans, Advances.

· Co-coordinating with all department for smooth Staff Exits.
· Other Activities & MIS:

· Sending Attrition reports on monthly basis.

· Handling Group Employee Insurance & Accident Policy addition and deletion.

· Processing P F withdrawals, transfer, advance, death claim etc.

· Creating Esic no. and cashless medical card for the eligible employees.
CERTIFICATION:

Certified HR Generalist from Salvin Info Systems

Theoretical and practical training undergone in the following areas

•
HR Operations

•
Recruitment and Selection Process

•
Induction and Orientation

•
Performance Management

•
Training and Development

•
Separation Process

•
Payroll Process (Software: SaralPaypack)

    •
Employee relations and engagement
PERSONAL SKILLS:

· Good Communications skills

· Co-ordination behavior

· Determination for achieving goals

· Positive attitude and enthusiastic in team work

· Quick adaptation to new idea and methodology

· Flexible in work timings
Computer Skills:

· MS Excel and MS Office.
· VBA and Macros

· Power BI

· HR people soft tools
Personal Details:
Father Name                          :    Venkatesh S R

Date of Birth                          :    10-Aug-1990

Marital Status                        :    Single
Languages Know                    :    English, Kannada and Hindi.
Declaration: 

             I hereby declare that all the information given above is true, correct&complete to the best of my knowledge and belief.

Place: Bangalore                                                               Yours Faithfully.
Date:                                         



     (Manjunath V) 
