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Highlights
Initiating the Recruitment process and responsible for timely closures of open positions at all levels. Thorough knowledge of various candidate sourcing tools like job portals, social networking sites, headhunting, etc
PROFESSIONAL EXPERIENCE 

KALANJALI ARTS & CRAFTS                      HR-Executive 10.01.2013 to 10.04.2015.
KANKATALA TEXTILES PVT Ltd.              HR-Executive May 2015 - Till Date.
Time Management:
· To maintain proper accuracy timing of incoming & outgoing of the employees.
· Daily attendance of employees leaves, OT, C-Off and gate pass positing in manual register as well as in system.
· Day to Day Late Coming Report, Out Going Report & Movement Report verification and List sent to Department HOD’s.
· To monitor employees attendance system & report absenteeism.
· Able to check physical presence of employees in Company during working hours.
· Preparation of day wise attendance report in system.
· Managing Leave Management for an individual employee.
· Updating monthly leaves for entire Departments/Employees.

Payroll Process:
· Responsible to generate monthly payroll for the employees.
· Cross verifying the new joiners, Left Employees and people who are in notice period.
· Responsible in Updating of Increments etc.,
· Responsible in deducting, Loans, Salary advance, Tax, etc.
· Preparation and Checking of entire pay sheet and providing salary to employees after carrying out necessary deductions.
· Handling Employee Grievances regarding Payroll, Leave Reimbursements etc.
· Preparation of pay slips for the employees & ensure to distribute to the employees.
· Full and Final Settlement


Statuary Compliances:
· Take care of Statuary compliance PF, ESI & PT.
· Generating New IP for new joiners in ESI Portal.
· verify if new joiner has existing ESI number, if so updating the same with current employer
· Keeping track of temporary & Permanent ESI of employees.
· Generate new UAN number for new joiners.
· Submit online challans of PF & ESI within the period.

MIS:
· Preparation of new joining employees, resigned employees in excel sheet.
· Preparation of Employees attendance.
· Preparation of reports such as absenteeism.
· Preparation of salary statement according to the department wise.
· Maintaining statutory compliance of PT, ESI, and PT.
· Handling Employee Grievances regarding Payroll, Leave Reimbursements etc.
· Involved in handling salary computation which also includes determination of bonus, Incentives, increments, Leave Encashment etc., 
· Full and Final Settlements.
	
HRMIS:
Maintaining employee personal files and employee data.
· Updating the employee information in regular intervals.
· Providing the employee information (in the required format) to the Management
· Supporting to Formulation of HR Policies & Procedures along with HOD’s.
· 

Recruitment & Selection:
· Posting jobs on recruitment portals.
· Short listing candidates after initial round of Interview.
· Conducting Interviews.
· Coordinating the entire process of recruitment.
· Offer Negotiation with the candidates.
· Maintaining candidate tracker.
· MIS and documentation.
· Finally, the placement of the new recruits in their respective departments.
· Planning recruitment drives.
· Issue offer letter.
· Freezing dates of joiners

Employee Engagement Activities & Grievance Handling
· Introduced different variety of Employee Engagement Activities like wishing the employee on their Birthdays.
· Initiating all motivational & Engagement activities and listening to employees whenever needed.
· Explaining the Hospitalization Scheme for the Employees & Coordinating the same. 
· Respond timely to the employee grievances in day-to-day matters.

HRMIS / Employee Data base
· Responsible for monthly manpower reporting weekly recruitment reports, monthly reporting of new joiners, manpower status
· Ensuring regular updating of database to have correct and just-in-time information required on employee status
· Ensuring all employee personal files are updated with necessary documentation.

Other Responsibilities
· Maintaining MIS Report in Excel
· Maintain Employee Updating File.
· Taking follow ups on vacant territories.

MIS: Compiling monthly MIS reports.

EDUCATIONAL DETAILS

	 MBA –HR & MARKETING 
	2008 - 10 
	MONTESSORI MAHILA KALASALA (NAGARJUNA UNIVERSITY) 
	71.00% 

	GRADUATION (B.B.M MANAGEMENT) 
	2001-04
	S ARADA  DEGREE COLLEGE , VIJAYAWADA 
	57.00% 


	

Class XII (Science,Maths) 
	

1998-2000
	

SARADA JUNIOR COLLEGE , 
	

54.00% 

	
Class X (A.P. - STATE BOARD) 
	
1998
	
R C M HIGH SCHOOL. 
	
61.00% 



PERSONAL DETAILS

NAME                                   :   JYOTHI KANCHARLLA
D.O.B.                                   :   05th MAY – 1983
MARTIAL STATUS           :   MARRIED
ADDRESS                            :    43-18-7, OPP R C M CHURCH, AJITH SINGHNAGAR,
                                                    VIJAYAWADA – 520015.

                         I hereby declare that the information furnished above is true to the best of my knowledge.
Place:
Date:										(K.JYOTHI).





