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Assistant Manager, Human Resources Department
    

  (19th July, 2010 to 30th September, 2015)

General Energy Management Systems Pvt. Ltd. 
Company Brief: A 16 years old organization providing customized technology and service to Oil & Gas Industry (www.gemsl.com).  
Key responsibilities & deliverables:
         1.
Policy Designing and Implementation:
· Ownership of the Standard operating procedures for HR function of the organization 

· As a continuous effort, introduced new process initiatives within GEMS like “Beyond HR Balance Sheet”, “Mini Six Sigma projects”, “Footprints” etc.
· Spearheaded the Annual Employee Survey “Speak to Improve” for the Organization.
· Automation of various HR processes like Cost of hiring module, Offer Honor rate tracker, Training module, HR Project trackers, Employee Turnover trackers, GPRS etc.
2.
Recruitment
· Designed annual recruitment calendar for organization as per the Annual operating plan (AOP) 
· Created niche strategic recruitment plans for each function while working closely with respective Business heads 
· Manpower planning and positioning for the field service team at PAN India level.

· Preparing Management presentations and dashboards on recruitment status and conducting weekly reviews with MD and company President 
· Conduct vendor empanelment and evaluation on quarterly basis and implement course corrections 

3.
Employee Turnover:

· Closely monitoring the attrition rate on real time basis through initiatives like RCC (Retention Color Codes) , CP-EP forms (Candidate profiling-Employee profiling), i-boss etc to reduce the  associated costs.
· Conducting weekly and monthly review meeting with State Heads to address attrition rates and employee engagements 
· Studying the demographic attrition rate pattern in the organization, identifying the problem areas and bringing improvements through various HR interventions
4.
Training and Development:
· Actively worked on creating the Learning Management System (LMS) for Organization, including requirement gathering, developing training calendars , monitoring and ensuring it’s execution . 

· Planning  and creating the annual Induction and Re-orientation training programs for cultural alignment of the employees,

· Developing Skill Matrices for the field engineers of GEMS.

5.
Performance Review System:

· Worked on revamping the performance review system of the organization.
· Documented the complete GPRS (GEMS Performance Review System).
· Captured the detailed KRAs of all categories of employees across GEMS.
· Played a key role in automating the entire performance review system of the organization.

6.
Others:

· Analysis of crucial HR data and presenting the analyzed report to the management.

· Preparing and issuing offer letters and working towards improving the offer honor rate of the organization.

· Worked as a Regional HR coordinator for the South region of GEMS.
· Also played the role of PLI (Performance Linked Incentive) coordinator for the HR department for its successful implementation in the department.

Significant Achievements 



Consultant, Human Resources Department
    

  (4th December, 2007 to 10th July, 2010)
Unitell Executive Search Services

Company Brief: A leading recruitment firm of India catering to staffing requirements for last 23 years. 
Key responsibilities & deliverables:
· Independently handled the recruitment of Manufacturing, Automobile and retail vertical of the organization.

· Understanding the requirements of the clients and sourcing resumes accordingly. 
· Briefing the candidates about the requirements, doing initial screening interviews and assisting in selection process, arranging the interview of the candidates been shortlisted by the client.

· Doing the reference check of the selected candidates.


Executive, Human Resources Department
    

 
 (2nd July, 2007 to 31st October, 2007)

PMS Consulting 

Company Brief: An 18 years old recruitment firm in India specialized in recruitment of Insurance sector.
Key responsibilities & deliverables:

· Handled the complete recruitment process of front line, middle & senior level management of insurance vertical.

· Worked on various job portals like Naukri.com, monster.com, jobsahead.com etc.

Sales Coordinator, Home Loan Department
                                                    (20th Dec, 2006 to 30th June, 2007)
GE Money
Key responsibilities & deliverables:
· Coordinated between LIC Housing Finance Ltd., GE Money and applicants for the smooth process of sanctioning and disbursal of home loans.
· Maintained the performance MIS of the ASMs & RSMs and MIS of customer details.
· Handled the queries of sales force and customers regarding the LIC guidelines.

Key Accounts Manager, Home Loan Department
   (29th July, 2005 to 19th Dec, 2006)
Country Roads Hospitality Pvt. Ltd 

Organization Brief: A leading event management company in India.
Key responsibilities & deliverables:

· Coordinating various corporate events like conferences, training programs, leisure trips , award ceremonies , corporate parties etc. Deciding the themes for the events and planning the event accordingly, preparing itineraries for the events, conducting various team building exercises.

Schefenacker Motherson Ltd. 






(10th May 2004- 24th June 2004)

Internship Synopsis: 
· Studied the Training & Development program at Schefenacker Motherson Ltd. & suggested improvements.
· Implemented the Annual Training Calendar in the organization and also submitted an analyzed report on the pattern of employee wise trainings getting conducted.

	Sr. No.
	Certification
	University  / Institute
	Duration / Year of passing
	Percentage

	1
	MBA (HR)
	Banasthali Vidyapeeth , Rajasthan, India.
	2003-2005
	69%

	2
	B.Sc.
	MDS University , Rajasthan , India.
	2000-2003
	55%

	3
	12th Standard 
	K.V.S , Tezpur , Assam , India.
	1998-1999
	66%

	4
	10th Standard 
	K.V.S , Tezpur , Assam , India.
	1996-1997
	73%



Well versed with ERP , MS Excel (V-look up , H - look up , Pivoting) Word, PowerPoint, Microsoft Outlook.



	Will be provided on request.


Place:



Date:
�





CAREER SYNOPSIS & HIGHLIGHTS








More than 8 years of experience in the gamut of HR functions like Recruitment & Selection , Employee on-boarding , Policy designing and implementation , Employee retention , Training implementation , Performance Review System, HR Automation etc.


2 years full time MBA in Human Resources from Banasthali Vidyapeeth , Rajasthan , India.


Expertise in designing and implementing SOPs (Standard Operating Procedures) , SRPs (Standard Rules & Policy) , formats , templates , HR analytics , automation etc.





WORK EXPERIENCE








Lead the recruitment project of building the teams of 2 joint venture companies of GEMS from scratch.


Brought down the annual employee turnover percentage from 28% in FY11-12 to 9% in FY14-15 through various HR interventions.


Rolled out the Annual Employee satisfaction survey “Speak to Improve” in the organization right from framework designing to publishing the report.


Designed and successfully implemented all the SOPs and SRPs of GEMS like SOP-Recruitment & Selection , SOP-T&D etc.


Introduced the concept of “Take Home GEMS” in the organization.





MANAGEMNET INTERNSHIP








ACADEMIC QUALIFICATIONS








TECHNOLOGY PROFICIENCY 








ERP             2. Well versed with MS office including Excel (V-lookup , H-lookup , pivoting), Word . power point.


			





PERSONAL & EXTRA CARRICULAR INTERETS  








1.   Exploring new places and cultures.                                  2. Horse riding.


3.   Swimming.                                                                                4. Reading.








REFERENCES 		
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