
Lipi Puspa Panda
HR Executive

Mob No: +91-9335137900
E-mail: pandeylipi94@gmail.com

HR Executive with over 3 years of experience handling managerial profile, performance appraisal of the employees and employee engagement programs, working on SAP and maintaining MIS of all contractual bills, recruitment expenses etc. Ability and interest in learning and incorporating new ideas. Consistently receiving positive feedback from managers and colleagues.
   
  EXPERIENCE

     ITC Sheraton, New Delhi
     HR Executive
     June 2020 – Present (1.9 years)
     
     Managerial Administration
· Managing end to end process of managers joining, transfer and exit formalities and documentations.
· Maintaining records of managers-related data both in paper & database and ensure all employment requirements are met.
· Planning and updating the managers’ night duty roster.
· Managing attendance and leave record of managers.
· Maintaining expat attendance register and their administrative correspondence.
· Managing the expenses of managers like food bills, sampling, reimbursement bills, etc.
      Performance Appraisal of employees
· Managing the appraisal of all FTC and Regular employees.
· Coordinating with the respective HOD for appraisal reviews.
· Preparing increment data and logic notes for salary processing.
· Issuance of appraisal letter to the employees.
· Maintaining FTC employees contract validity data.
       SAP
· [bookmark: _Hlk28593978]Processing all the manpower bills like contractual bills, recruitment expenses, etc.
· Raising Purchase(Service) requisition and processing in SAP.
· Creating blanket sampling- PO number and reservation.
· Resolving bills related queries & ensure timely submission to finance department.
      Recruitment
· Generation resource through job portals, database search and references.
· Screening and short listing resumes on the basis of skills, work experience, educational background. 
· Scheduling Interviews and conducting HR round.
· Conducting background verification of the employees.
· Maintaining database for future references.
      Employee Engagement
· Conducting Townhall event every quarter to motivate and appreciate employees.
· Planning and executing CSR activities, festival events, monthly birthday events, games and fun activity for employees
· Making sure all employee participates and enjoy events.
          Other roles and responsibilities
· Planning and scheduling of MAP & POSH sessions under the guidance of HRM.
· Maintaining write ups of all HR related events and communicating the same for express news.
· Life-Cycle MIS reports of all the associates.
· Record room management.





      Wills Life Style. (ITC Office, Delhi)
      HR Executive
      September 2017 – May 2019 (1.9 years)

      Key Responsibilities: -
         
      Recruitment
· Generation resource through job portals, database search and references.
· Screening and short listing resumes on the basis of skills, work experience, educational background. 
· Scheduling Interviews and conducting HR round.
· Conducting background verification of the employees.
      Joining and Induction
· Collecting all the documents and certificates such as relieving letter, experience letter, pay slip, educational certificates, age proof, address proof and photographs etc.
· Updating new joiner’s database in HR Mantra portal and ensuring completion of personal files.
· Preparation and issuance of Offer and Appointment letters.
· Conducting induction program of new joiners and introducing to management team.
      Payroll Management & Statutory Compliance
· Handling the entire payroll of corporate office (including 7 hotels in different locations)employees in HR Mantra portal and the back up in excel.
· Maintain proper records of employee roster, payroll data, etc.
· Maintain statutory records such as PF, ESIC and Bonus etc.
       Leave and Attendance
· Monitoring check-in and check-out time of Corporate Office employees.
· Coordinating with all 7 hotels team to ensure that the attendance records are sent on timely basis for salary calculation purpose.
· Examine leaves and attendance of the employees, sending monthly reports for the same to management.
· Maintaining leave encashment records.
      Exit Formalities:
· Scheduling exit interviews and explaining how full & final settlement will be done according to company’s policy.
· Ensuring smooth relieving of employees through formal exit procedures and providing relieving letter.
· Processing full & final settlement to Finance department.


   EDUCATION & SKILLS
 
      2014-2016     MBA/ PGDM (PM& HRD)
      Balaji Institute of Modern Management, Pune

      2013- 2016    B. Com (Honors) – HR
[bookmark: _GoBack]      International College for Girls, Delhi

        
      STRENGTHS
     Problem Analysis and Accountability
       Self-Motivated
       Leadership skills
       Quick learner
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