Manashvi Kothari
“Arihant", Airport – Hanuman Madhi Road, Opp. Shivananad Garden Rajkot, Gujarat, 360007
+91 6355749770  Manashvi.kothari@gmail.com 

HUMAN RESOURCES GENERALIST
· A dedicated  HR generalist professional with 3 years of experience in employee recruitment and retention, staff development, mediation, conflict resolution, benefit	its and compensation, HR records management, HR policies development and legal compliance.
· Demonstrated success in negotiating win-win compromises, developing teambuilding programs, and writing personnel manuals, corporate policies, job descriptions and management reports.  

HR SKILLS

	· HR Generalist Affair
· Personnel records maintenance
· Employment Law
· Mediation & Advocacy
· Disciplinary Procedures
	· Benefits / Payroll Administration
· HRMS Database Administration
· Recruitment & Retention
· Employee Relations
· HR Program/Project Management
	· HR Policies & Procedures
· Orientation & On-Boarding
· Training & Development
· Performance Management
· Team Building / Morale Building



PROFESSIONAL EXPERIENCE

INTERSERVE -UK
CLIENT SITE : FESTIVAL PLACE – Basingstoke, United Kingdom
Helpdesk Assistant 
February2018 September 2019

OPERATIONAL MANAGEMENT

· Day to day management of the ComplyNC system and centre compliance 
· Conduct data entry, reporting and routine tasks on the ComplyNC system 
· Collate, update and maintain a spreadsheet of sub-contractor Health and Safety information
· Generate monthly updates as to the sub-contractor compliance with Festival Place policies
· Supporting to client’s Meridian System
· Collating Accident and incident reports
· Provide ad-hoc cover on the Management Suite Reception
· Use own initiative, be proactive and flexible in work management
· Undertake general administration duties as required by the business
· Take an active role in any evacuation of the Centre, as delegated by the Duty Manager

RISK AND ASSET MANAGEMENT

· Be aware of risk and compliance during the day-to-day operation

BRAND MANAGEMENT

· Ensure all activities are carried out to corporate and client guidelines and philosophy
· Escalate issues with possible impact on Festival Place to appropriate departments both internal and external






RELATIONSHIP MANAGEMENT

· Maintain positive relations with suppliers and assist in managing the relationship with sub-contractors 



ADDITIONAL RESPONSIBILITIES


· Adhere to all company policies and procedures
· Undertake any other reasonable duties as required to meet the needs of the business
· Attend any training or development courses as necessary
· Take reasonable care for the health and safety of yourself, colleagues and the general public who may be affected by your acts or omissions at work.



SMIGGLE, FESTIVAL PLACE – Basingstoke, United Kingdom
 Sales Assistant and Key holder, September2017 till 31st January 2018
I was recruited to undertake in house sales by delivering efficient customer services and holding the store keys for the closing the store after cashing up and doing the Banking process.
Key Results:
Played a key role in ensuring the delivery of successful customer services and promoting in house sale.

Key responsibilities: 

	In store sales
Billing and Cashing
Banking
Direct Marketing
Replenishing and filling up the stock.
	Store Cleaning
Customer Greeting
Achieving targets
Checking deliveries and      putting them through


	


PODA EDUCATION COMPLEX — Mumbai, India
Educational Complex. 
HR Generalist, 2014 to 2015
I was recruited to help open new schools in various cities of India, guiding the startup and management of a full spectrum of HR operations, systems and programs. Worked with senior management to create HR policies and procedures; recruit employees; create group benefits databases; and develop orientation, training and incentive programs. Manage leave-of-absence programs and personnel records; administer benefits enrollment and programs; administer HR budget; and handle HR generalist workplace issues. 

Key Results:
· Played a key role in ensuring the successful launch of the schools in India. Structured and implemented programs and policies in the areas of training, compensation structures, benefits packages, incentives and new-employee orientation.
· Negotiated salary offers and sign-on bonuses/relocation packages annually at both the exempt and nonexempt level.
· Brought workers’ compensation program into full compliance. Instituted preferred providers list and trained managers and associates on procedures to follow in case of injury.
· Wrote employee manual covering issues including disciplinary procedures, code of conduct and benefits information.
· Executed company’s 360 degree performance review program, creating a flexible and well-received tool.
· Revised job descriptions across all levels and categories. 
· A sincere contributor of Brand Marketing Team.

MARWADI EDUCATION FOUNDATION’S GROUP OF INSTITUTIONS — Rajkot, Gujarat, India
Educational Complex – An Integrated Campus now a Deemed University.

HR Executive, 2013 to 2014
Recruited to fulfill a broad range of HR functions, including recruiting and training employees, administering benefits, overseeing disciplinary action and managing HR records. Conducted Training Programs for the Final year Engineering Students.
Key Results:
· Trained 25-member management students team on interviewing techniques and best practices, conducting workshops and one-on-one coaching sessions that contributed to sound hiring decisions.
· Lead generation and relationship management for placement of the students.
· Assistance in Budget Planning for the department.
· Conducting training and development sessions for the Engineering Students for the Campus Selection, Interview Etiquettes, Email Etiquettes, Handling Interview Stress etc.
· Conducting activities of ON CAMPUS DRIVE / OFF DRIVES FOR THE STUDENTS.
· Basic HR practice like - Recruitment & Selection / conducting training and Induction programs about Organization Policy, Rules & Regulations, Reporting structure and maintaining all the documentations of the training sessions.
· MIS Report: Attendance Report, Joining – Reliving Placed Students Report.

EDUCATION & CERTIFICATIONS

GUJARAT TECHNOLOGICAL UNIVERSITY — Ahmedabad, Gujarat,India
Masters in Business Administration (MBA – HR), 2010 – 2012
Activities: Worked for 6 months as an intern in the HR Department of Sterling Hospital during college.
Worked as Students Section Head and Purchase Department Head for Marwadi Education Foundation’s Group of Institutions (2009 -2010) and Sanjay Rajguru Engineering College(2008 -2009)

SAURASHTRA UNIVERSITY — Rajkot, Gujarat,India
Bachelor of Education (B.Ed) in Accounts & Economics (with honors), 2004
Activities: Worked concurrently during college as a Teacher with The Rajkumars College, Rajkot,Gujarat, India (2004 – 2008)

Bachelor of Commerce (B.Com) in Accounts & Computer (with honors), 2004
Activities: Worked concurrently during college as a sales rep and team supervisor for Airtel (2002-2003) and National Institute of Fashion Designing (2001-2002).


OF NOTE

Professional Development:
· Complete ongoing training in the areas of compensation and benefits, employee and labor relations, leaves of absence, workers’ compensation and workplace safety/security.


Computer Skills:
· MS Office (Word, Excel, PowerPoint, Access, Outlook)

Online Certifications:
· MS Office (Word, Excel, PowerPoint, Access, Outlook)

	Sr.No
	Certification
	Source
	Completion Date
	Validity

	1
	Introduction to AWS
	A Cloud Guru
	January2019
	Lifetime

	2
	Introduction to Cloud Computing
	A Cloud Guru
	January2019
	Lifetime

	3
	Guerrilla Hiring  - Don’t Monkeys to run your Company
	Udemy
	February 2020
	Lifetime

	4
	How to deal with Burnout Syndrome
	Udemy
	February 2020
	Lifetime

	5
	Basics of Scrum, Agile & Project Management
	Udemy
	March 2020
	Lifetime

	6
	Stress Management
	Udemy
	April 2020
	Lifetime

	7
	Agile with Scrum – From Beginners to Advance
	Udemy
	April 2020
	Lifetime

	8
	Basics of Modern Talent Management
	Udemy
	May 2020
	Lifetime

	9
	HR Analytics – Building Excel Dashboard from Scratch
	Udemy
	In Process
	Lifetime



