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· Working as  Assistant Manager- HR with Approx. 5 years of experience including experience in Recruitment & Selection, Induction, Appraisal, , Joining & Exit Formality, Employee Engagement, Policy formulation , Payroll Management , Statutory compliances & Admin.
Professional Experience
UNNATI FORTUNE HOLDINGS LTD – (Real Estate Developer)

February 2012 – Aug 2015
Designation: Assistant Manager – HR (Generalist)
RESPONSIBILITIES
· Talent Acquisition & Management
· Interacting and coordinating with the line managers for their manpower requirement and budgets.
· Conducting first round of HR interview for cultural & behavioral fitness and coordination with concerned person for final round of interview.

· Salary Comparison & negotiation.
· Preparation of Offer Letter & Salary Structure, Keeping the track for expected joinees. 
· Sending monthly reports to Finance department about, new recruits, resignation.
· Joining Formalities & Induction

· Responsible for issuing appointment letter, ID card, Sim Card, joining kit, E-mail id creation, work place, Bank account opening, Enrolling employee under biometric machine & get the Provident Fund, Gratuity, ESIC forms filled.
· Preparing new Joiners file containing salary data, employee details etc and ensuring its confidentiality.
· To Keep track of new joinee and his/her Probation period, maintaining Confirmation track sheet.
· Drafting and mailing introductory mail of new Joinee.
· Making new joinee aware of organization history, mission, vision, values, Policies & Hierarchy.
· Visit & introduces new Joinee through the each department in organization.
· Exit formality:
· Collecting all the required statutory forms like PF, Gratuity etc. from the parting employee.

· To take the Exit interview & clearance of the resigned Employees. 

· Deletions of the resigned employee’s mail ID.

· To release the relieving Letter or experience Letter & complete the Full & Final Settlement.
· Performance Appraisal :
· Implementing performance appraisals.

· Distribution of PMS forms to various Departments.
· Compilation of PMS data.
· Making revised salary breakup & Promotion & Increment Letter of all employees.
· Payroll,  Attendance & Statutory Compliance:
· Collecting attendance data from Biometric Machine and preparing attendance sheet.

· Preparing salary structures of new joinees

· Responsible for preparing Salary sheet & processing the same to Accounts department.

· Keep track of PF, ESIC, Gratuity & bonus. 

· Preparing pay slip & issuing to all employees.

· Employee Engagements:

· Monthly Birthday Celebrations / sending birthday greeting.
· Awarding best performer of every month.
· Announcing new joinee of every month
· Arrangement of get-together/ & Month End party, picnic, Festivals celebration etc.
· Grievance Handling.

· HR Policy

· Formulation of new policies and review & updating of existing policies. 

· Resolving employee queries related to HR policies & processes.
· Preparing location wise holiday list

· Admin
· Stationary & Housekeeping Management.

· Vendor development & Management

· Interacting & Coordinating with Travel Agent for ticket booking.

· Visa process (Documentation)
· Currier Management
RELIANCE CAPITAL LTD – (Real Estate)

April 2010 – Aug 2011
Designation: Sr.Executive – HR (Generalist)
RESPONSIBILITIES
· Recruitment for the all department (PAN India) in coordination with the Department Heads. 
· Sourcing candidate from Job Portal, References, Walk-ins. networking, Headhunting, internal referrals
· Reference check of shortlisted candidate.
· Coordinating with Job consultants.

· Identification of recruitment vendors, comparing their profiles according to value and services offered.
· Handling Induction & Joining Formalities.

· Preparation of offer letters, Appointment letter & Joining Kit.

· Preparing recruitment & Attrition report on monthly basis

· To Keep track of new joinee and his/her Probation period, maintaining Confirmation track sheet.

· Responsible for conducting retention activities. 

· Conducting Appraisal & distribution of Promotion & Increment Letter.
· Responsible for conducting employee engagement.
· Conducting Exit interview and Assisting Manager HR in Statutory Compliances.
· Interacting with Travel Agent for ticket booking.

· Dealing with visiting cards & ID cards vendors.

· Coordination of training preparedness (Training rooms, logistics) etc
Academic Qualifications: 

	Year 
	Degree
	Board / University
	Percentage

	2010
	Full time Post Graduate Diploma in Business Management ((PGDBM) in HR & Marketing

	NIIM School of Business Administration New Delhi
	

	2008 
	B.Sc (Maths)
	Kanoria Girls College, Rajasthan University
	58%

	2005
	H.S.C 
	Swami Vivekanand Vidhya peeth
	65%

	2003 
	S.S.C 
	Bagaria Bal Vidhya Niketan
	72%


Personal Details: 

	Date of Birth 
	20/06/1987 
	Marital Status 
	Married
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