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· A company oriented professional with experience in recruiting, staffing, and retrenching people possesses 5years of experience in HR.
· Efficient in interviewing and assessing the people.

· Expert in recruiting the people, according to the company policy.

· Proficient in giving valuable decision and taking the feedback from the employees.

· Expert in taking the order from the seniors and giving the valuable suggestions.

· Acquaintance with basic HR concepts like Training Development, Performance Appraisal, Recruitment, Payroll Management, etc.        

· Skilful at people management & maintaining healthy employee relations, thus creating an amicable & transparent environment.

· Proficient in handling activities in coordination with internal / external departments for ensuring smooth functioning of business operations.

· Team player & go-getter with a flexible and positive attitude.

· Good communicator and a good team player with strong analytical, leadership and organizational skills.



2010 
              MBA (HR) from Sinhgad Institute of Management, Pune University, Pune with 55.4%.
2007
B.Com. From Pt. Ravi Shankar University, Raipur (Chhattisgarh) with 69.15 %.
2004

XII from Bharat Mata Higher Secondary School, Bilaspur (Chhattisgarh) with 66%.
2002 

X from Gujarati Higher Secondary School, Rajnandgoan (Chhattisgarh) with 66%.



Power Limited
From- 02/2013 to 12/2015

HR Manager

Key Responsibilities Handled

Responsible for the company’s entire recruitment process, and for interacting with all levels of managers concerning HR projects, policies and operational decisions.
1. Replying to job applicants in a professional manner.
2. Maintain Appraisal of Employees
3. Advising senior managers on the legal risks of any HR decisions.

4. Making sure that all shifts are fully staffed.

5. Developing employee surveys and organising focus groups to gauge the mood of company staff.

6. Rewarding employees for their performance, attitude and skills.

7. Developing personnel policies and processes.

8. Organising employee training programs.

9. Promoting equality policies.

10. Conducting employee exit interviews and getting feedback from staff who are about to leave the company.

11. Keeping accurate employee records.

12. Organising work flow so that the office runs at maximum efficiency.

13. Identifying employees who need extra training that will teach them how to properly carry out their duties.

14. Taking instructions from senior managers.

15. Consulting with senior management regarding special issues.

16. Managing employee benefit programs.

17. Writing up adverts that will attract the best and brightest candidates.

18. Having telephone interviews with job applicants.

19. Having face to face interviews with job applicants.

20. Making sure that employees are paid the correct amount and on time.

21. Ensuring that all HR staff handles employee personal data in a professional and confidential manner.

Infinite Solutions

From- 01/2012 to 12/2012
HR Manager

Key Responsibilities Handled
1. Arranging security passes& work desks etc for new staff.  

2. Giving guidance & support to managers on HR issues.  

3. Replying to any correspondence and emails. 

4. Arranging training for new and established employees.

5. Accurately updating the HR employee database.

6. Liaising with the payroll department on issues.

7. Administering the sickness absence process for the company.

8. Answering telephone calls and dealing with enquiries.

9. Arranging induction for new employees.

10. Chasing up any unfilled employee paperwork & forms.

11. Monitoring the sickness and holiday leave of staff.

1. Recruitment

1. Coordination with Technical panel and understanding their requirements, defining job positions.

2. Resourcing, screening and short listing resumes through various job portals or else internal reference, head hunting.

3. Short listing the resumes based on desired skills and experience.

4. Advertising vacancies, screening and short listing resumes.

5. Conducting telephone and Personal interviews in coordination with department heads.

6. Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.

2. Training & Development

1. Scheduling and arranging training while coordinating with external trainers and training programs.

2. Identification of training needs and nominating candidates for training.

3. Encouraging participation of employees in various organizational events.

4. Issuing training certificates after completion of the training.

3. HR Administration

1. Preparing Final settlements, Gratuity, leave salary and all employee benefits.

2. Compilation & processing of attendance data in attendance system.

3. Processing monthly attendance musters for workers, trainees & officers.

4. Maintaining employees personal files and records, communicating HR policies & across the organization at all levels.

5. Designed Policies and Various HR Forms and Induction Program.

6. Tracking attendance, maintaining leave records, PF records, issue letters, etc.

7. Preparation of full and final settlement generation of Experience Letters, Relieving Letters.

8. Keeping track of Confirmation, Appraisals, and Increments of employees.

9. Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, relieving letter, etc.

4. Employee Engagement

1. Celebrations - Diwali, Ganpati Festival, and other company events

2. Effectively managing welfare measures, management - employee get together, picnics & parties.

3. Developing employee engagement programs like Initiated and administered a welcome-mail policy to all new joiners, Initiated regular Birthday mailers & celebration policy.

Monnet Ispat & Energy Ltd.
From- 08/2010 to 09/2011
 
Management Trainee
 Key Responsibilities Handled

Apart from general HR administration, also responsible for a range of tasks such as carrying out pre-employment checks, processing applications, and maintaining employee relations.  Setting up and maintaining personnel files
1. Assisted HR departments in recruitment process.

2. Collaborated with consulting agencies and advertisers.

3. Identified and selected potential candidates.

4. Interviewed and presented job offers to candidates.

5. Conducted initiation programmes on new employees.
6. Prepared presentations.
7. Assist the HR manager in planning of Organizational recruitment.

8. Make the joining documents of recruiters.

9. Convey the Policies and rules to the employees.

10. Maintain the records of employees.

11. Track the daily attendance of the employees.

12. Present the employees performance report in front of HR manager.
13. Ordering stationary and supplies for the HR department.




Institute:           ERP World, Jabalpur (M.P.)

 Course:             ELearning: SAP HR- Human Capital Management

Version:             7.0

Duration:          Sept 2011- Feb 2012



1. In depth knowledge of industrial laws.

2. Proficient with MS Office: Excel, Word, Outlook, & Power Point.

3. Good Typing Speed.




Project -1
Company
: Jindal Steel & Power Ltd., Raigarh.

Title

: Recruitment Process & MIS Generation.

Duration
: 2 months
Brief

: by my project company know that how many candidates should call for interview & how many should actually join the company in particular time period & by my project they improve their recruitment procedure.

Project -2

Company
: Raipur Institute of Technology, Raipur


Title

: Procedure of Audit in Educational Institutions.



Duration
: 2 months
Brief:     by my project institute come to know how actually audit work was done by them and how other   institute do their audit work according to that they can improve their audit procedure.


PERSONAL QUALITIES


1. Innovative thinker and excellent leadership qualities.

2. Excellent in influencing the people.

3. Efficient in communicating well in writing and verbal both.

4. Able to motivate and negotiate with the people.

5. Quick Learner



Date of Birth:                14th Novemeber’86

Sex/ Marital Status        Female/ Married

Nationality                     Indian
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