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Educational Background    

· Masters in English                                                                                       IGNOU(2015)

· English Honours                                           Rajdhani College (Delhi University)(2012) 

· Intermediate





   

    CBSE (2007)

· High School







    CBSE (2005) 
Career Objective
Aspiring to work with an organization of repute that offers a challenging career where I can carve a niche for myself and effectively contribute towards the organization’s targets & aspirations.

Work Experience
Organization
:    Reputed Firm (A Recruitment Consultant)
· Designation
:    HR Manager

       Period

:    January 2014 – March 2015

· Designation
:    Sr. HR Executive 

       Period

:    January 2013 – December 2013

· Designation
:    HR Executive

       Period

:    January 2010 – December 2012

· Designation
:    Office Coordinator

       Period

:    June 2007 – December 2009

Job Responsibilities:

Responsibilities as an HR

· Posting jobs on job portals

· Sourcing through job portals, database and advertisements, the best talent on identified          requirement
· Management of the online recruitment portals and database

· Short listing the profiles
· Screening the CV of the candidates
· Handling the pre & post requirement related to the job
· Conducting reference checks and processing for personal interviews
· Releasing the letter of intent to selected candidates
· Issuance of letter of appointments and taking care of all the personal record updation
· Arranging smooth and comfortable induction training and briefing them on the HR policies
· Providing feedback to candidates and companies

· Client Handling
· Headhunting
· End-to-End HR processes and recruitment
· Speaking with the companies for new tie-ups and requirements
· Maintaining employee database
· Follow up of confirmation records statutory obligation PF, Gratuity, Bonus etc.
· Conducting various welfare activities
· Regular updation of communication channels
· Prepare and submit all HR letters/ Document/ Certificates as per the requirement of employees in consultation with the management
· Identifying training needs across levels through mapping of skills required for particular position and analysis of the existing level of competencies

· Preparing and maintaining salary statement on monthly basis
· Making employees understand the policies and practices in the company. Taking feedback for understanding employee view point
· Prompt resolution of employee grievances. Organizing cultural events and activities for employees during festivals

· Motivational/ Recreational activities relating to employees
Responsibilities as an Office Coordinator

· Calling candidates for interviews and discussion regarding their profiles

· Public Relations

· Research

· Handling operations

· Enquiries and Counseling 

· Administration work

Strengths
· Proficient in MS – Office 

· Detail oriented: Meticulousness in keeping records and making reports

· Excellent communication and interpersonal skills.

· Self-organized, initiator, independent worker, ability to multi-task and prioritize

· Team-worker, but works independently when necessary

· Management and leadership skills

· Hard working and enormous memory

Area of Expertise:

· Strategy/Business Planning

· HR Generalist Affairs

· Organizational Development

· Performance Management

· Budgeting & Cost Optimization

· Legal compliance

· Training & Development

· Compensation Management

· Industrial Relations

· Process Enhancement

 

· System Implementation

· Competency Assessment and Development

​​

Achievements

· Stability to work in one organization from last seven and a half years

· 100% attendance award
· Hi-Pot rated employee

· Reduced employee absenteeism to less than 2%

Personal Profile

Nationality
:   Indian

        Languages known 
:   English and Hindi


I hereby declare that all the above statements are true to the best of my knowledge.
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