                                                            RESUME

DOLLY  
CAREER OBJECTIVES:

Seeking an opportunity with an organization, where one can be an integral part of an organization that values Enthusiasm, Professionalism and Commitment to performance. Also, that offers opportunities for growth and learning and where I can execute and leverage my skills to the best.
WORK EXPERIENCE:
Organization:  Vigent Info Solutions India Pvt. Ltd.
Position:  Astt.Manager to Manager - H.R.
                
Duration:  15th May 2005 – 10th Nov 2010.

Location: Punjab, North India.
Profile - Key Responsibilities:
· Scheduling Interviews for Software Development Team.
· Quality hiring for candidates on PHP,ORACLE,I PHONE DEVELOPERS etc.

· Training colleagues and Team on Soft skills.
· Providing Induction/Product training to new joining.
· Co –coordinating and Handling interviews with Vendors.

· Follow ups with candidates and taking care of client requirement.

· Calling candidates from Job portals and references.

· Taking face to face interviews and Skype interviews for out stationed Candidates. 
· Managing complaints of developers and executives.

· Maintaining Data Base of candidates.

· Completing joining formalities / Completing exit interview formalities.

· Responsible for attending the web based solution queries.

· Maintaining daily walk-in rosters of candidates.
· Employee Engagement and Initiatives.

· Managing Technical /Aptitude Tests for candidates.
· Collaborating with LOB / Delivery Head across states on manpower Planning.

· Reporting to H.O in Mumbai.

· Making presentations to line leaders
· Leave forms/ News forms/Notice Forms & Daily report, Follow ups.
· Campus Recruitments & Bulk Hiring.
Organization:  
Position:  Sr. Manager H.R. 
Duration: 15th Nov’10 – Till Date

Location: Chandigarh.
· Preparation of reports for advising the Salary to third party of outsourced employees.
· Validation of Salary register with database.(SAP)
· Processing Of Pay roll and employee appraisal.

· SPOC for Full & Final settlement process of employees.

· Preparation of monthly MIS carrying the key parameters like ageing of F&F, SLA adherence, error status.
· Handling employee grievances.

· Working on Taleo.
· Policy planning for campus placements across region.

· Validation of unreconciled reports of F&F process.

· Responsible for Head Count Reconciliation of projects and fore casting.

· Preparation of pendency report on every fortnight indicating the Pending cases of F&F in payroll’s bucket.
· Responsible for giving Induction for new joiners. 
· Vendor Management and Taking care of recruitment on different locations of vendors.

· Responsible for giving Trainings to supervisors pertaining to new process.

· Termination of employee in view of non-compliance. 

· Responsible for internal auditing of HR Process.
· Have a good hand in Managing and Hiring IT and Travel related hiring.
· Taking care of expenses, bills and Credit card payments.
· Assist with recruitment efforts, new hire orientation, onboarding and termination.
· Hiring for Different processes and handling of team.
· Co-ordination with airlines and other sub-agents for better rates and deals.

· Over-look issuance of the tickets and generating bills as per corporate requirement.

· Hiring people having knowledge of Amadeus and Galileo for Make my trip and JET Airways. 
· Managing Teams and training them from time to time in the Organization.

SCHOLASTICS:
· MBA in HR as Major and Minor in Marketing from Symbiosis Pune.

· Diploma in Advanced Computer Applications for 2 years – ATEC, USA.

· Bachelors of Arts in English from G.C.G-11 Chandigarh.

· 10+2 From DAV school, Sector – 15, Chandigarh.

· 10th From St.Stephen’s school, Sector – 45, Chandigarh.

Projects Undertaken:
· 2 Months Summer Training At  ICICI Prudential, Chandigarh (Human Resources)

“The Effect of Incentives and Rewards On The Job Satisfaction Of Financial Advisors”.
· 3 Months  project  on Soft Skills and Product Training for Different Brands.

· Major Research Project (Human Resources)

       Stress management at the workplace: A study of employees at Dell, Mohali and IBM, Chandigarh. 

· Worked on a project for 6 weeks with Bajaj Travels on ticketing Operations and training the team on     Customer service and Orientation
· In addition, worked twice as Admin. In-charge and part time English faculty at Bulls Eye, a premier CAT preparatory institute.
COMPUTER SKILLS:
· Computer Knowledge (Excel, Words & Internet Surfing)
· Making Power Point Presentations.

· Creating Documents in MS Word.

· Creating MIS sheets with Excel.

HOBBIES:
· Reading books

· Dancing – National Level Dancer – Latin & Bollywood, Dance India Dance.
· Travelling
PERSONAL DETAILS:
Date of Birth



: 
27th January
Nationality



: 
Indian
REFERENCE



:             Can be furnished immediately upon request

Date: 
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