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                                                 Smiti
Summary : To work in challenging environment that would  facilitate the maximum utilisation and application  of my broad skills and expertise in making a positive difference to the organization .An astute & result oriented professional with 5.6 yrs of experience .A keen planner , strategist & implementer with demonstrated abilities in devising HR activities and accelerating the business growth . Strong HR end to end work experience in BPO , Construction material and recruitment consultancy . Recognised for maintaining regular time management skills and working flexible shifts .
Professional Experience
Position         
           Sr. Associate HR (Recruitment & Employee Relations)
Duration                      Aug 15- Jan 16
Responsibilities: 
· Handling initial round of HR interview in order to assess the candidate suitability , attitude , academics , Profession qualifications , communication skills & family background .
· Pre offer followup - scheduling interview , getting feedback from department manager & candidate .
· Post offer followup - candidate’s interest and motivate till joining . 
· Handling grievances of employees and ensuring the resolution of the concerns.
· Responding to concerns within the timeline- salary slips, address proof, Experience Letter.
· Conducting skip meetings on a weekly basis for respective processes.
· Manage employee queries with regard to their salary deductions, Full & final settlements, PF.
· Ensure a smooth and seamless on boarding of all new joiner’s .
· Repurposing the employees to different departments as per the requirement. 
· Conducting policy session for the new joiner’s.
· Sending out the communication mailers, birthday mails across site.
· Conducting Exit Interview.
· Organizing individual, monthly, and quarterly, on-the -spot R&R ceremony.
Company                     Aegis Ltd (Essar Group)  
Position         
           Sr. Executive HR (Employee Relations)
Duration                      March 13-  July 15
Responsibilities:
· Handling grievances of employees and ensuring the resolution of the concerns.
· Responding to concerns in HRM tool within the timeline- salary slips, address proof, Experience Letter.
· Conducting skip meetings on a weekly basis for respective processes.
· Manage employee queries with regard to their salary deductions, Full & final settlements, PF.
· Responsible for rolling out IJP’s across site / PAN INDIA.
· Ensure a smooth and seamless on boarding of all new joiner’s (Agents/Non Agents).
· Carried out special project RYG on monthly basis to keep the attrition levels in check.
· Repurposing the employees to different departments as per the requirement.
· AOD calling done on daily basis to retain the employees.
· Organizing site level and CSR activities such as Aegis Idol, Christmas celebrations, Handful of rice and R&R.
· Conducting policy session for the new joinee’s.
· Sending out the communication mailers, birthday mails across site.
· Working in sync with operations to analyze the attrition causes and retain the possible attire’s.
· Conducting Exit Interview.
· Conducting weekly meeting with process manager and ER POC’s.
· Organizing individual, monthly, and quarterly, on-the -spot R&R ceremony.
· Preparation of monthly reports, Employee engagement updates, Skip/AOD/One-o-one/RYG, Exit analysis data/IJP/Attrition tracker for corporate office.
· Conducting Career focus sessions for the employees. 
Company
              Aegis Ltd (Essar Group)
Position 
              Executive HR (Employee Relations)
Duration                         April 10 – December 11
Responsibilities:
· On – boarding for New Joinee and Transfer In Employees:
· Ensure a smooth and seamless on boarding of all new joinees across all levels in the organization.
· Completion of joining formalities as per statutory requirements and policy of the company and sensitizing employees towards the Organization Policies and Processes.
· Facilitating for various Employee Engagement and CSR activities.
· Organizing weekly/monthly/quarterly/yearly engagement activities including events, games and CSR initiatives.
· Facilitating Leadership initiatives like-Wall of Fame, Sunday Walker, Coffee   with Leadership and Captain of the month.
· Reward and Recognition -Organizing individual, monthly, and quarterly, on-the -spot R&R ceremonies.
· Employee Record Management
· Maintaining the employees’ personal files and ongoing records for over 2100 employees.
· Issuing letters and documents as and when required by the employee.
· Employee Grievance Management
· Handling employee queries on a regular basis.
· Conducting regular skip level, one-on-one to understand and give speedy resolution for employee grievances.
· Conducting awareness sessions for employees on Policy Interpretations and adherence to Company Policies.
· Attrition and Employee Retention Management
· Carried out special project RYG (red, yellow, green) on monthly basis to keep the attrition levels in check.
·  AOD calling done regularly.
· HR Spoc for the  process-Airtel DTH & Vodafone
· Preparation of monthly reports, Employee engagement updates, Skip/AOD/One-o-one/RYG, Exit analysis data for corporate office.
· Conducting policy sessions at regular intervals for supervisory and executive levels.
· Driving corporate level initiatives like promotion and branding of Aegis Global Academy.
· Recruitment of employees at supervisory levels-
· Using job portals, employee referrals and walk ins to screen candidates
· Conducting initial level screening interview
· Facilitating other round of interviews , collection of documents and facilitating background screening.
Company
              Alba Consulting
Position 
              Recruitment Executive
Duration                         March 08 – march 09
Responsibilities:
· Responsible for end-to-end Recruitment Process. 
· Frequent interaction with the HR representatives of clients for new requirements, interview, co-ordination and feedback. 
· Resource generation through data base search, networking, references and jobs sites. 
· Understanding requirements and sourcing right candidates for their vacant positions. 
· Screening and short listing of resumes on the bases of Skills, Projects, Educational Background. 
· Coordinating with clients and scheduling interview. 
· Following up with clients for offer made to the candidate. 
· Following up with candidate till joining. 
· Background verification
· Preparation, maintenance and reporting of necessary MIS reports.
Professional qualifications
· MBA (Human Resources specialization) from Dayanand Business school in 2009,72%
educationAL QUALIFICATIONS
· B.Com from Modern College, Pune University in 2007,56%
·  XII from St.Mary’s English  High School in 2004,66% 
·  X from Sacred Heart Convent, in 2002,72%
HOBBIES & INTERESTS
· Listening to music 
· Reading
Achievements
· Responsible for organizing annual festival in college. 
· Responsible for organizing seminars and workshops. 
· Participated in Certificate in Learning (Management Program) .
KEY SKILLS & STRENGTHS
· Flexible and openness to accept and implement innovative ideas and information.
· Strong interpersonal communication skills.
· Ability to do multi-tasking and the readiness to assume responsibility at all manageable levels.
· Short learning curve. 
OTHER DETAILS
· Languages known        :        English, Hindi
· Current Location
       :        Dubai , UAE
· Visa Valid  till              :       19th July 2016
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