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 G-603 Shree Siddheshwar Helix, Vemali, Sama-Savli Road, Vadodara
PROFESSIONAL SUMMARY

Results-driven HR Professional with total 12+ years’ experience of Human Resources functions in Chemical, Pharma and Engineering manufacturing companies. Specialized in talent acquisition, recruitment lifecycle management, employee engagement, payroll processing, compliance, and customer relations, marketing across diverse industries. Adept at streamlining HR processes, fostering positive workplace culture, and ensuring regulatory compliance. Passionate about driving organizational success through strategic HR initiatives and operational excellence. 

CORE COMPETENCIES
◾Talent Acquisition | Mass & Niche Hiring | Onboarding      ◾Employee Relations | Engagement
◾HR Policies | File Management                                             ◾Payroll Processing | Salary Structuring ◾Compliance Management                                                      ◾ Performance Management System (PMS) ◾Training & Development



         ◾ Statutory Registers Maintenance
◾Grievance Handling | Conflict Resolution                             ◾HRMS| Data Management                  

· PROFESSIONAL EXPERIENCE
📍 Senior Executive HR | Steelsmith Continental Mfg. Pvt Ltd, Vadodara | 27th June 2023 – 9th June,2025
· Talent Acquisition & Recruitment
· Led the end-to-end recruitment lifecycle: sourcing, screening, interviews, offer negotiations, and onboarding of qualified professionals.

· Employed innovative sourcing methods — including social media, job portals, referrals, and campus hiring — while enhancing employer branding through events and online visibility.

· Oversaw background checks, reference verification, and recruitment-related compliance protocols.

· HR Operations & Employee Lifecycle
· Managed daily HR functions, festivals celebrations and executed employee engagement activities as per the annual engagement calendar.

· Onboarding and offboarding processes — from orientations and system entries to exit interviews and full & final settlements (FNF).

· Maintained accurate records in HRIS systems.

· Created and organized electronic and physical personnel files in line with legal and company standards.

· Assisted in HR policy development, design and implement performance management system (PMS) rollout, and supported organizational change initiatives.

· Coordinating with different consultant for organization profiling, process trainings.
· Payroll, Compliance 
· Administered payroll processing, leave tracking, and compliance documentation.

· Managing Attendance, leave records, different registers, Leaves update in HRMS.
· Along with Payroll activities and processing PF, ESIC, PT and bonus calculation of e mployee to be submitted to finance dept.
· Maintained different HR reports & letters — including new hires, separations, transfers, promotions, and emergency contact lists — ensuring timely updates and communication with line managers. 


📍 Officer – HR & Marketing | Griffith Overseas Pvt Ltd – Surya Group of Companies | 01st Feb 2021 – 25th May 2023

· HR & Recruitment Operations

· Managed full-cycle recruitment, onboarding processes, and maintained all HR documentation and compliance.

· Ensured seamless integration of new hires through structured orientation and onboarding programs.

·  Sales & Marketing Coordination

· Collaborated closely with sales and marketing teams to support domestic and international business operations.

· Assisted in market research, competitor analysis, and helped refine brand positioning strategies.

· Client Relations & Order Management

· Built and nurtured client relationships, handled contract negotiations, and oversaw order processing workflows.

· Delivered client-focused solutions while ensuring operational efficiency and service quality.

· Export Documentation & Logistics

· Supervised all aspects of export documentation and coordinated international logistics, ensuring timely and compliant delivery of goods.



📍 Senior Executive – Operations | Schoolguru Eduserve Pvt. Ltd, Vadodara | 01st Jan 2020 – 30th Aug 2020
· Academic Operations & LMS Administration
· Managed Learning Management System (LMS) administration, ensuring timely content updates and smooth user access.

· Coordinated academic calendars, online examinations, and collaborated with university partners for seamless academic delivery.

· Facilitated student engagement and maintained effective faculty coordination to support a high-quality learning experience.



📍 Sr. Executive – HR & Admin | Green Circle Inc, Vadodara | 9th Apr 2018 – 30th Sep 2019
     Full-Cycle Recruitment & Campus Hiring

· Oversaw end-to-end recruitment — from job postings to candidate selection and offer rollouts.

· Conducted interviews and assessments to evaluate candidates’ fit and qualifications.
· Coordinated with Training & Placement Officers (TPOs) to drive campus recruitment initiatives.

· Managed candidate background verification and ensured accurate maintenance of employee records.

· HR Operations & Employee Lifecycle

· Led structured onboarding and orientation programs, managing all joining formalities and induction processes.

· Conducted exit interviews, analyzed feedback, and provided insights for continuous improvement.

· Maintained attendance records, leave registers, and ensured timely updates at the site level.

· Assist in Drafting, reviewed, and updated HR policies and internal documentation, aligning with the company’s culture and operational requirements.

· Ensured compliance documents as per the legal and organizational standards across all HR functions.

· Training & Development

· Partnered with leadership to assess training and development needs.

· Created and implemented a yearly training calendar; organized sessions to support continuous employee growth.

· Designed and executed performance management systems, incorporating goal setting, performance reviews, and feedback mechanisms.

· Employee Engagement, PMS & Administrative Oversight

· Planned and executed employee engagement activities around festivals, milestones, and other key events.

· Organized and coordinated internal events, including meetings, trainings, orientations, and conferences.

· Supervised day-to-day office operations, including housekeeping staff management and admin support functions.

· Design and implement performance management systems, including goal setting, appraisals, and feedback.

· Previous Roles & Responsibilities
📍 Innovassynth Technologies Pvt Ltd, Maharashtra | HR & Admin Officer (15th May 2015 – April 2018)
📍 IIM Indore | General Duty Assistant in Admission office (21st Dec 2010 – 20th Nov 2014) 
📍 Indore Management Institute | Academic & Admin Executive (25th Dec 2008 – 30th Nov 2010)
📍 Justdial Pvt Ltd | Customer Care Executive (20th Nov 2007 – 25th Nov 2008)

· Education 
· MBA(HR)–IGNOU, Indore (2014)
· B.Sc. (Computer Science) – DAVV, Indore (2006)
·  Diploma in Graphic Designing – Arise Multimedia, Indore (2007) 

· Certifications:

· Interview Techniques- Society of Human Resource Management (SHRM)
· Attracting, Hiring and Working with Gen Z- Society of Human Resource Management (SHRM)
· Human Resources: Using Metrics to Drive HR Strategy- Society of Human Resource Management (SHRM)
· Human Resources: Creating an Employee Handbook- Society of Human Resource Management (SHRM)
· HR as a Strategic Business Partner- Society of Human Resource Management (SHRM)
· Generative AI in HR - Society of Human Resource Management (SHRM)
· Prep: Professional in Human Resources (PHR)-SHRM
· HR Foundation: Core Human Resources- SHRM

· Human Resources – Compensation & Benefits -SHRM

· Administrative Human Resources-SHRM

· Technical Skills: 
· HRMS Platforms: Orange HRMS

· Payroll & Analytics: Excel (PivotTable, VLOOKUP, XLOOKUP, HLOOKUP)  

· Digital Tools: Google Workspace, MS Teams, Zoom, Outlook, Canva for HR Designs 

· Recruitment: LinkedIn, indeed, Naukri.com. Social Media Platforms

· LMS
· Personal Details:

· Date of Birth: 15.12.1985

· Material Status: Married

· Languages Known: 
· English ★★★★★ (Fluent) 

· Hindi ★★★★★ (Fluent) 

· Gujarati ★★★☆☆ (Intermediate) 

· Marathi ★★★☆☆(Intermediate) 

Name- Surbhi S Pathak 

