Position Applied For: Any suitable position in HR or Admin.
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Career Objective
To learn new things related to HR and Administration field and use my knowledge and skills that I have acquired from my education and experience and help in the growth of the organization with my all efforts.

Professional Qualification

· MBA from U.P.T.U. (Uttar Pradesh Technical University), Lucknow, India, in 2010.
· Specialization- Human Resource (Major) and Marketing (Minor).
Academic Qualification

· Graduation (B.Sc. Bio.) from Chaudhary Charan Singh University, Meerut, Uttar Pradesh, India, in 2008.
· Intermediate (science) from Uttar Pradesh Board, Allahabad, India, in 2005.
· High school from Uttar Pradesh Board, Allahabad, India, in 2003.
Professional Experience

Recruitment & Selection:
· Responsible for overall recruitment process.

· Preparation of organization charts and job description.
· Dealing with Placement Consultants and Colleges.
· Handling negotiation process with the consultants and candidates.
· Preparation of interview schedule and responsible for initial round of interview.
· Preparation of Offer Letters and Appointment Letters.
Joining & Induction:
· Responsible for joining formalities, preparation and implementation of induction programme.
· To get induction feedback.
· Issuance of online ESI Card.
· Personal Files Preparation.
Training & Development:
· Responsible for Training Process (Classroom and On-Job Trainings).
· Identification of the Training Needs through different methods, preparation and implementation of Training Plans.
· Evaluation of the Training Effectiveness.

· To maintain the training records like TNI Summary, Training Registers, Feedback Forms and Evaluation Sheets, History cards etc.

· Preparation of skill matrix for workers and arrange on-job trainings as per need.
· Preparation of Trainee’s Training Plans.
· To provide trainings to new joiners & workers.
Employees Engagement:

· Suggestion/Kaizen Schemes, Production awards, Survey.
· Arrangement of celebration functions like birthday celebration, wedding celebration etc.
Performance Management & Appraisal Process:

· Handling overall Appraisal Process including preparation of increment letters and reports.. 
· Preparation and monitoring of KRA’s and KPI’s, consulting with HOD’s and Head HR.
· Responsible for probation confirmation.
· To arrange Trainees’ Project Reviews Meetings for assessing the performance and confirmation. 
· Maintain the appraisal data and reports.
Exit Process:
· Resignation process and exit interviews.

· Report Preparation.
MIS:

· Preparation of MIS Reports related to HR.
Administration:

· Overall handling of Night Duty Plan.
· Member of Safety and Health Committee, Canteen committee, 5’S Committee.

Achievements (Kiran Udyog Pvt. Ltd.):
· Prepared the recruitment policy & induction training presentation.
· Achieved No. of Training Plan Vs Actual Target.
· Prepared and started Aptitude Tests for staff and workers.
· Started various reports like employee separation, new joining, and resignation.
· Successfully designed and edited the company magazine i.e. “Kiran Udaan”.
Achievements (Tex Corp Ltd.):

· Set the recruitment and training processes for casual workmen.

· Initiated the basic training programme for casual workmen. 
· Improved the Induction Process. 

· Reduced attrition rate and absenteeism rate. 
1. Tex Corp Ltd.                                       
                                      Mar’2014-Nov’2016
Tex Corp Ltd., established in 1987, having total 4 zipper manufacturing plants, out of 4, 2 in India, 1 in Bangladesh and 1 in Vietnam.
Location: - Gurgaon, Haryana, India
Position:-   Executive – HR & Administration (Mar’2014-Mar-2015’)
                   Assistant Manager - HR& Personnel (Apr’2015-Nov’2016)                                                                                            
2. M/s Kiran Udyog Pvt. Ltd.                          
                            July 2011-Feb’2014

M/s Kiran Udyog (P) Ltd., established in 1984, having total 10 manufacturing plants and 365cr turnover in Die Casting Area. Major customers are Honda, Suzuki, Tata Motors, Hero etc.

Location: -  Gurgaon, Haryana, India
Position: -  Trainee-HR & Administration (Jul’2011-Jun’2012)

                   Executive – Corporate HR (Jul’2012-Feb’2014)                                        
3. Max Worth Solution Ltd. (Consultancy)             
                  May 2011 – Jun2011
Max Worth Solution Ltd. is a recruitment consultancy, providing suitable candidates to companies. 

Location: -  New Delhi, India
Position: -   Executive-HR Recruitment                                                                                            
4. Shopper’s Stop Ltd.                                                                          Aug.2010- Apr. 2011
Shopper’s Stop Ltd. is a retail company, established in 1991, having 75 stores across 35 cities in India. 

Location: -  New Delhi, India
Position: -  Customer Care Executive & Cashier                                                        
Training Attended

· Attended external training (workshop) on “Motivation and Presentation skill” in Delhi.

· Qualified ISO Internal Auditor Course. 
Computer Literacy
· Microsoft Office: MS-Word, MS-PowerPoint, MS-Excel.
· Internet Browsing.
Personal Details


Date of birth                     : 07/11/1988
           Visa Status                       : Visit Visa

           Language Known            : Hindi, English

           Permanent Address         : Thela Road, Pathanpura, Deoband, Saharanpur, UP, India. 
Declaration
          I do hereby declare that the above given information is genuine to the best of my knowledge.
 Date:                                                                            

Suchi 
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