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HUMAN RESOURCE MANAGEMENT PROFESSIONAL
Seeking an opportunity in the field of HR Management for professional challenge and growth to support and enhance co-operative objectives of the company
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Profile
A dynamic, self motivated and result oriented professional with experience of over 8 years; lastly spearheaded as Asst Manager HR & Admin in Moving Content Solutions India Pvt. Ltd. – New Delhi
· Proficient in HR management and handling administration and hands on experience in Administration, Office Management, Payroll Management, Documentation, Finance & Accounts, Time Keeping and Reporting. 
· Ability to manage HR activities viz. Manpower planning, Recruitment, Employee Affairs, Training, Development, Disciplinary Issues, Preparation of HR Manual and Formulation of various Documents. 
· Demonstrated competencies in structuring creative HR policies to source engage and retain the best available talent with capability of resolving critical employee issues amicably to maintain organizational peace. 
· Outstanding Relationship Management skills, thrives on a challenge while working effectively with all levels of management and the people therein. 
CORE COMPETENCIES
Recruitment  HR Policies  Training  HR Management  Performance Management  Business Development  Organizational Plans  Administration  Facility Management  Interpersonal Skills  Security Management  Event Management

Professional Experience
MOVING CONTENT SOLUTIONS INDIA (P)LTD. – NEW DELHI ASST. MANAGER HR & ADMIN
2011 – TILL DATE
JOB RESPONSIBILITIES
Administration
· Administration and Management related work of all the employees. 
· Taking care of travel and stay of outstation visits of employees. 
· Preparation of Office budget for efficient running of the office. 
· Welfare activities of all employees. 
· Planning work assignments for and supervising staff, placing requirements for office equipment and repairs on existing equipment. 
· Directly involved in the implementing department policies and changes. 

Recruitment
· Handling the screening, hiring of Employees. 
· Designing the new joiners CTC. 
· Back-end work like preparing offer letter and releasing the same to candidates, and taking rigorous follow-up till their joining. 
· Organizing and Drawing up employment contracts. 
· Organizing and Drawing up of Job Descriptions. 
· Handling exit interviews & full & final settlement. 
· Taking care of the joining formalities and induction of New Hires 
Employee Engagement Activities
· Interaction with all Employees including formal and informal chain of communication. 
· Solving their day to day queries and grievances within stipulated time frame. 
· Firmly dealt with disciplinary cases with no compromise on disciplinary matters. 
· Conducting Induction Program for new joiner. 
· Processing various benefit applications for which employees are entitled. 
Training & Development
· Identifying Training Needs during appraisal. 
· Preparing Training Calendar. 
· End to End Co-ordination for training programme & Internship Co-ordination. 
· Updating feedback and attendance of employees in portal. 
· Co-coordinating with external agencies for booking the venue and facilitating employees through co-ordination. 
Operational Activities
· Generating Personal Folder of employees after completion of joining. 
· Updating leave and attendance of employee. 
· Preparing monthly MIS. 
· Preparing monthly PPT’s for HR meeting. 
· Preparing monthly salary input and data for processing salary of employees. 
· Maintaining full data and information as required. 
MACMILLAN PUBLISHING SOLUTIONS – GURGAON AS AN EXECUTIVE QUALITY
2008 TO 2010
JOB RESPONSIBILITIES
· Handled a team 10 executives and senior executives. 
· Audited the emails of the executives and senior executives which were sent to clients. 
· Provided feedback based on the audited emails. 
· Compiled the quality reports and forwarded the same to quality manager. 
· Provided training to the New Hires. 
WIPRO BPO –
NEW DELHI SR. TECHNICAL ASSOCIATE 2006 – 2008
JOB RESPONSIBILITIES
· Handled calls from U.S. customers of Dell and provided them resolutions for issues pertaining to their laptops, desktops & printers. 
· Was a part of the super resolution team that handled expert level software issues. 
· Provided on job training to all the new recruits. 

Professional Qualification
· M.B.A (Masters of Business Administration) in HR 
o Jamia Hamdard University , Delhi in the year 2013 
· B.Sc. (Bachelor of Information Technology) 
o Annamalai University , New Delhi In the year 2009. 

Professional Internship
HR GENERALIST PRACTICAL TRAINING SIS Training Cell NOIDA
Successfully completed an HR Practical Training on Recruitment, Statutory Laws, Compensation & Benefits, HR Audit Points, Advanced Excel and Payroll Processing

Computer Skills

Proficient in MS-Word, MS-Advanced Excel, MS-Power Point, MS-Outlook.

Personal Details
	
	Date of Birth:
	29.09.1982

	
	Languages Known:
	English & Hindi.

	
	Gender:
	Male.

	
	Nationality:
	Indian.


