[image: image1.jpg]


Namrata 
DOHA, QATAR
	Objective : 

To develop my professional skills and contribute to the growth of reputed organization on the basis of expertise and in-depth knowledge of the HR  field.



Work experience: 3 years workedin HR field
Professional  Experience
From Apr 2014 to May 2016 :.
India
Position:Sr. HR Executive 
From March  2013 to Apr 2014: Crust Propmart Pvt. Ltd.
Position:   HR Executive
Educational qualification:
· High School
· Higher Secondary School
· Bachelors of Computer Application

· Post Graduation Program
· Management of Business Administration(Human Resource)
PGP Project:
· Research on Competency based performance management system improves performance Management
· Attended AIMA “Courage of Uncertainty” in 2014
Internships:
· Real Gains Pvt. Ltd. – HR Process

· Soma Enterprises Pvt. Ltd. – Recruitment, Sourcing CV’s,Selection ,Headhunting 

Roles and Responsibilities:
· Recruitment & Selection

· On-boarding Coordinator - 
* SPOC for all new employees for enhancing entire on-boarding experience. Smooth On boarding and joining formalities for the new joiners.
*  Exit Interviews, 360 degree feedback & action plan creation, new employee on boarding plan etc. 
* screening, interviewing, making offers, conducting reference checks, liaising with all concerned teams to ensure smooth joining experience, ensuring joining formalities are completed
· HRIS Management - 
* Maintaining & updating Employee's Database & personal records, Verify & Process record data of each employee for Gratuity, Med claim, and Insurance details.
* Updating & promoting the Company Policies & Procedures check for timely updating of Time Management & Leave Management.
* Manage regular preparation of relevant MIS reports, including weekly, monthly, quarterly and year-end reports (gross payroll, vacation accrual, Hiring MIS, etc.)
· Reward & Recognition (Employee Engagement):
* Initiated employee engagement in the organization.
* Execute Rewards & Recognition program organization wide.
* Continuous Performance tracking of Reward & Recognition Program Organization wide.
* Designing monthly & quarterly recognition MIS dashboards for Top Management.
* Review & Redesign a complete new Non-monetary recognition program to increase the recognition reach or make it more socialize.
* Organized various events for employee engagement.
· Payroll Management
Personal Details
Name                                        
:
Namrata  
Nationality                                 
:
 Indian

Date of Birth                             
: 
12/11/1993
Marital Status                                    :
Single
Computer Knowledge           
:
 MS Office, Internet, MS-Excel ,Vlookup,H lookup
Language Known                          
:
English, Hindi
Visa Status

:
 Visit Visa

Place of Issue                                  
: 
Lucknow (India)
I hereby declare that all the above details are correct and true to the best of my knowledge.

Yours sincerely,
NAMRATA 
DOHA, QATAR
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