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Profile Statement

Over five year’s comprehensive experience including staff recruitment and placement, training analysis and design, employee relations, talent and performance management and policy implementation. Technically Strong plus high interpersonal and communication skills together with efficient results in the achievement of company-wide human resource goals.

Work Experience                                                   
Team Leader HR

March, 2014 – November, 2016

· Responsible for complete employee lifecycle from On-Boarding till exit.
· Responsible for designing, developing and implementing ER strategies & aligning them with business needs, in order to ensure company & employee satisfaction.
· Driving and overseeing all employee relations initiatives within the organization
· Leading on the employee relations aspects of proposed changes to the business structure
· Contributing to the development of the Human Resource function by developing an ER strategy that is aligned with business needs
· Advising and supporting all parts of the business on employee relations matters to ensure their effective management, including issues like disciplinary, grievances and performance issues.
· Advising and guiding on pay related matters like pay reviews, reward projects, changes to pay related terms etc.
· Keeping up to date with current ER legislation and ensure this is updated in the company's Human Resource policies
· Managing the employee relations team effectively to ensure objectives are met
· Handing the entire PMS (Performance Management System) Cycle
· Handing the Buddy Program
· Talking Induction Sessions
· Planning Employee Retention Strategies 
· Handing Exit/Retention Management
· Conducting Corporate Social Responsibility Activities
· Conducting Individual/Group Counseling Sessions regarding performance & other issue.
Sr. HR

Digicall Tele services Pvt. Ltd., Noida

April, 2012 – Feb, 2014

· Employee Relations and Employee Grievances.

· Exit Interviews and Retentions.

· Recruitments - Get the Job Description finalized by Person requesting the position
Get the position approved from Resource and doing manpower planning.
Screening Profiles for middle and upper level.

· Developed, streamlined & diversified sourcing channels, significantly reducing dependence on vendors and increasing recruitment through direct & alternate channels. 

· Responsible for managing the complete recruitment cycle for different processes/positions Business Associates.

· Responsible for improving the hiring & on boarding process, reducing processing time. 
· Doing reference checks, background & employment verification, pre and on-boarding formalities for middle and senior level.

· Adept at hiring for voice & niche skills

· Responsible for managing end to end discussion from recruitment standpoint, ensuring the delivery as per the timelines and SLA. Been a Spoc for taking process based initiatives in terms of Structuring Salary bands, revising recruitments assessments for most of the process post understand the required delivery.

· Ensured ~100% on time fill rate avoiding loss of billing and revenue leakage for the organization.

· Preparations of SOPs and PPTs, Monthly HR Reports and analysis. Implementation and authentication of these SOPs.

· Performance Appraisal & Policy Implementation
Ensuring Managing appraisal process across levels & establishing framework for substantiating Performance Appraisal System linked to Reward Management.

· Recreational: Organizing activities, responsible for retentions. Conducting exit interviews. Sending Birthday Mails; Approving Budget for the party and outings; Preparing Write-up about the event to be posted.

Human Resource 

Caretel Infotech Ltd., 

June, 2011 – April, 2012

· Managing End-to-End Recruitments.

· Induction and Hiring formalities.

· Conducting interviews at all levels from HR prospective.

· Core HR Domain Areas, Manpower Planning, Recruitment Process.

· Training & Development, Policy Implementation, Compensation and Benefits.

· MIS Reports & Advanced Excel Reports, SWOT Analysis.

· Statutory Compliances like TDS, ESI, PF, Gratuity etc.

· Sourcing for Hard Core / Bulk Recruitment.

· Tying up with consultants and agreement settlements.

· Salary Negotiations and Attritions Management.

· Employee Relations and Employee Grievances.

· Exit Interviews and Retentions.

· Salary Annexure Preparations.

· Maintaining Interview Tracker.

· Making regular visits to existing clients and maintaining rapport with them.

Education                                                      
	Class
	    Board
	Year




            HR-Talent Management   CDC - DSIR,
                  Ministry of Science & Technology     
                    2013
                    

	B. Tech, CSE
	  Indira Gandhi Institute of Technology, Delhi
	2011

	Diploma, ECE
	  Board of Technical Education, Delhi
	2008

	Xth
	  CBSE
	2005


Trainings on Live Projects
· Training at DIT, ministry of communication in “software testing, networking & e-security”.

· Training at DRDO on “Image Visualization using Java”.

·  “Computer Hardware & Assembling” course from C-DAC, India.
· Training at “All India Radio (AIR) & Doordarshan” in Signal Processing.

· Training at “MTNL” in Switch Room.

· Training at “Contimeters Pvt. Ltd.” in Energy meters development & testing.
· Major Project: Developed a Firewall using .Net.

· Minor Project: Developed Content Based Spam filter using .Net.

· Developed a Chat Messenger using Java.

Technical Skills
· Adobe’s workshop on Multimedia Programming & Graphic Design.

· Softwares & Applications: VM Ware, Wireshark, Putty Telnet, Team Viewer, etc.

· Programming languages: C, C++, Core Java, C#.Net, ASP.Net, MYSQL, HTML.

· Operating system: Linux-Ubuntu, Win XP.

· Good hand in Networking & Internet troubleshooting.

· Hacking at LAN using protocol analyzers.

· Hardware Troubleshooting & Assembling.
Achievements
· Won 1st Position in Debate Competition organized by Art of Living.

· 1st Position in 200 mtrs athletics at District Level. 

· 2nd Position in Table Tennis at District Level.

· Highest rank holder in NCC, as Senior Under Officer, and represented Delhi in NIC Camp, Jammu & Kashmir.

· Ranked in Top 25% in India, in National Aptitude Test-2009, NIIT.

Extra-Curricular
· 3 years NCC Training, with B-Certificate and C-Certificate.

· CATC & NIC Camps, 2005-2008.

· Self Defense Training organized by Delhi Police in school.

· Participated in College Fest as Security Coordinator.
