DEEPIKA 
( Deepika.370708@2freemail.com
PROFILE:

I am a highly skilled and motivated Masters Graduate with six years of generalist HR experience. I have used my insight to drive the effective operation and continuous improvement of various HR functions in line with best practice principles and changing legislation.  Meticulous, precise and quick to learn, I am proactive in managing a heavy workload and take pride in delivering consistent and high quality service.  I use advanced interpersonal skills to communicate with others at all levels, whether advising and counselling employees, initiating procedural change or working with recruitment agencies and partners. My main motto is to join an environment that offers greater challenge, increased opportunities and benefits which inturn gives me opportunity to help my organization to advance efficiently and productively.  

EDUCATION:
	
	
	

	2011
	London Metropolitan University
	MA Employment Studies / Human Resource Management

	
	
	Reframing HRM: Context Practice and Change
Research Methods in Employment Studies and HRM
Employment Studies and HRM: Issues and Practice
Human Resource Strategy
International Personnel and Development
Managing Diversity and Equality
Dissertation: Evaluation of a training programme: its impact on ethnic minorities.

	2006
	Ahmedabad Management Association, India
	Diploma in Human Resource Management

	2006
	Gujarat State University, India
	BSc Zoology


KEY SKILLS:
	· HR Administration
	· Procedure Documentation
	· Database Management

	· Recruitment Campaigns
	· Candidate Selection
	· Payroll

	· Induction Training

· Reward & Recognition 
	· L&D Administration

· Employee Engagement
	· Process Improvements

· Improvement Initiatives


HR EXPERIENCE:
	2015 – 2017                                   Executive - Training        Vodafone India Services Pvt. Ltd.
· Imparting end to end training to new front liners including their new hire induction, soft skills training and process related training.

· Conducting regular class room sessions & providing on Job training whenever essential.
· Designing training content, and updating it on timely basis.

· Imparting soft skills training for support staff & supervisor staff apart from front liners.

· Screening & filtering appropriate candidates before recruiting them for the position.
· Identifying the TNA’s on regular basis and co-coordinating/conducting refreshers to achieve desired learning curve, including performance monitoring of difference teams and designing customised trainings for teams on need basis.

· Monitoring batch performance and ensuring timely completion of batches, also ensuring their on floor performance meet the required targets.

· Working with different stake holders and conceptualising/designing new initiatives to improve the process to bring positive impact on business.

· Strategising & conducting different types R & R on regular basis as a part of employee motivation plans to reduce attrition

· Continuously carrying out different activities for employee engagement to boost employee moral for better performance. Active member of one of the main employee engagement group “Funkaar” contributing to employee engagement at all levels comprising of innovative activities using different mediums. 
2015 – 2015                                   Executive - HR        CXO HR Excellence Pvt. Ltd.

· Executing effective recruitment across the business verticals with involvement in candidate screening, interviews, reference check and induction of the new joiners. 
· Handling grievance and ensuring smooth process of salary revisions and incentives.
· Framing and implementation of new HR policies and processes.
· Recommending HR Innovations to motivate and maintain excellent working environment and reduce attrition.

· Conceptualizing and designing innovative strategies to ensure smooth execution of tasks assigned by the management.

· Dealing with Staff contracts, appraisals, job description documentation and performance review documentation.
· Managing employee database and employee tracker.
· Evaluating training needs and designing employee engagement and employee motivation plans.

· Managing the leaver’s administration including exit interviews and handing over the company property.
2010 – 2013                                   HR / Administrative Assistant        SIYA Properties Ltd. (London)

· Design and implementation of effective recruitment campaigns, with involvement in candidate selection, checking references and induction of new joiners.
· Implementing and managing the personnel database, uploading staff contracts, job descriptions, annual appraisals and performance review documentation

· Supporting Senior Managers in strategising career progression plans, suggesting tailored training to progress skills and enhance individual performance 
· Analysing and coordinating the training needs of individual team members

· Recording, monitoring and analysing annual leave, sickness and any other employee absence

· Ensuring the smooth operation of the appraisal process and coordinated salary reviews, liaising with payroll to update details
· Leaver administration including exit interviews, coordinating handover of company property and maintaining all related records

	2008 – 2009
	HR / Administrative Assistant
	Mediterranean Shipping Company (MSC) Togo - Africa

	· Recruited, screened and selected candidates for the world’s second largest shipping company

· Supported the HR lead with preparation and issue of offer letters and employment contracts

· Developed and implemented a 400+ page company procedures manual which was implemented globally by MSC, as part of induction training and in bringing uniformity to international operations

· Created and managed a personnel database detailing all existing and previous employees, maintaining records of each employee’s career progression and training
· Devised and delivered an effective solution to reduce late payments by suppliers, creating new systems and processes which facilitated on time payment and improved relations with suppliers

	2007 – 2007
	Recruitment Consultant
	Havoc Consultants PVT Ltd. (India)

	· Supported the delivery of effective recruitment campaigns to attract quality candidates in line with client requirements
· Sourced new candidates through job boards, sifting CVs and pre-screening candidates by telephone
· Arranged candidate interviews with client companies, working with the client’s HR department


OTHER EXPERIENCE:

	2012 – 2013
	Trained Fitter / Sales Assistant
	Clarks Ltd (London)

	Delivering excellent customer service to ensure a memorable experience for every customer, fitting children’s shoes to assure the perfect size, style and fit for total comfort.  

	2010 / 2011 / 2012
	Business Development
	Zee TV (UK)

	Managed Zee TV’s stand at the Ideal Home Show exhibition, a 17 day event attracting 250,000 visitors.  Worked quickly to understand the offering of this niche television network and promote its product range to potential customers attending the exhibition.  Successfully signed up over 400 new customers, taking care to attract and enlist customers with the right demographic profile. 

	2006 – 2007
	Head Counsellor
	Indian Institute of 
Hardware Technology( India)

	Handled incoming course enquiries from prospective students, providing requested information and persuading interested parties to enrol on the Institute’s courses.  Other tasks included arranging seminar timetables, coordinating faculty / student activities and maintaining the student database.  


ADDITIONAL INFORMATION:

	Languages
	Fluent English, French, Hindi, Gujarati and Sindhi

	IT Skills:

	Sage 50, Sage 50 Payroll 2012 Certificate (London School of Accountancy, 2012)
MS Office (Word, Excel, PowerPoint, Outlook)
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