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	Objective


Looking for an opportunity to partner as an HR in a growing organization where my experience and knowledge can be utilized for meeting the objectives of the organization.
Experience
Employer: 

Anuva Technologies.
Period:

April 2012 – October 2014. 
Location:



Pune.
Designation:

HR-Executive.

Job Responsibilities


· Recruitment
· Source the resource via Job portals, references, LinkedIn, free job portals.
· Validate the resource on various parameters like interest level, attitude, commitment and then line up candidates for interview.

· Ensure the shortlisted candidate joins by continuously coordinating with him till he joins.
· Coordinate with hiring managers for concerns/updates and maintaining recruitment metrics.
· Conduct final HR round.
· Joining Formalities
· Issuance of welcome mail for every new joiner and introduction to staff members.

· Personnel file creation and verification of documents for new joiners.

· Introduction to work culture and prevailing policies and coordination for opening salary accounts.

· Issuing offer and appointment letters and maintaining Employee database.
· Employee Engagement
· Keeping employees motivated through ‘Thought of the day’, did u know? Mails and festival greetings. 

· Monthly birthday bash celebration 

· Assist and coordinate with HR manager for events like outbound activities, Diwali gifts etc.
· Exit Formlities
· Conduct exit interview. 
· Ensure all the work related transition is done.
· Other
· Maintenance and updating of Employee database from time to time.

· Coordinate with Insurance Company for alteration in existing employee’s status.

· Tracking confirmation and issuing confirmation letters.
· Preparation of Appraisal Data.
· Preparation of leave data.
· Achievements
· Received STAR of the month award for the month of October 12.
Employer: 
Shubha Systems
Period:
December 2011 – March 12.
Location:          
Pune.
Designation:
HR-Recruiter.
 Job Responsibilities
· Source the resource via Job portals, references, LinkedIn, and free job portals.
· Validate the resource on various parameters like interest level, attitude, commitment and then line up candidates for interview.

· Ensure the shortlisted candidate joins by continuously coordinating with him till he joins the client
· Maintaining recruitment metrics for update meeting with higher authorities
Achievements
· Being a fresher was appreciated for closing contract hire positions

· Received appreciation from clients for being prompt and cooperative

 Employer:
Kirloskar Oil Engines Ltd. 
 Period:

Dec 2011.(On Contract)
 Location:         
Pune.
 Designation:  
HR-Recruiter.
 Job Responsibilities
· Was hired on contract for a short period but was able to close  two positions  without any practical exposure
	Project 
	

	Project Title
	Attrition Control Mechanism

	Company Name
	Aegis Ltd Essar

	Location
	Pune

	Duration
	26th May 2010 to 16th July 2010


Other Exposure:
· Apart from project work got an opportunity to learn and handle induction process at Aegis ltd.

· Handled complete joining formalities like creating personal files etc.
	Education Qualification

	Course
	University/Board
	Year of Passing

	M.B.A-HR
	Pune university
	2011

	B.C.A
	Pune university
	2008

	H.S.C
	Maharashtra State board
	2005

	S.S.C
	Maharashtra State board
	2003


Personal Detail
D.O.B.                  17/09/1987 
Marital Status    Married
Languages           English, Marathi, Hindi

