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PERSONAL SUMMARY

A multi-skilled professional with good all-round HR advisory skills. Very capable 

With an ability deal with all the recruitment and resourcing needs of a organization. 

Experienced in providing timely and up to date HR advice to both managers and 

Employees whilst at the same time making sure both the employee and employers 

Interests are best represented. Extensive knowledge of working practices, 

Recruitment, pay, conditions of employment and diversity issues. Now seeking a suitable human resources officer position with an ambitious company. 

Personal Details

Sex, Age & Date of Birth:
Male - 28 Years, 09 January1986
Nationality:


Indian

Marital Status:


single

Languages Known:

English, Hindi.

Educational Qualification:
Bachelor of Commerce,MBA (H.R. & Marketing)
Visa Status:


Visit visa 

Joining Time:


can join immediately 

Driving License:

Indian Light Vehicle License

Academic Credentials:

	Year
	Examination
	Institution and Board

	2002
	10th
	C.B.S.E. Board

	2005
	12th
	Madhya Pradesh Board

	2008
	B.Com
	Rani DurgawatiVishvavidhyalaya, University, Jabalpur, Madhya Pradesh

	2012
	MBA (H.R. & Marketing)
	Rani DurgawatiVishvavidhyalaya, University, Jabalpur, Madhya Pradesh


Professional Skills: 

· Job Description Interviews, Job Analysis & Evaluation

· Manpower Planning, Recruitment & Selection
· Grading & Compensation Structures
· Career Ladder Development

Employment History:

June 2014– March 15, 2015
IITG JOBS

Company Profile
IITG Jobs is a 17 year aged business house of HR’s and successfully managing specialized recruitment services in every industry domain pan in India. The company works closely with prominent Indian top fortune 500 companies.
HR Recruiter
Key Responsibilities 

1. Reaching the defined targets for hiring of different job families (time, costs, quality)

2. Full execution of the recruitment process (including job posting, phone interviewing, job interviewing, regular communication with candidates and managers) including the recruitment administration

3. Administers job interviewing schedules for all job vacancies (and keeps promises done to job applicants)

4. Manages posting of job vacancies at the best performing recruitment channels (responsiveness, quality and costs)

5. Develops pool of internal and external talents

6. Cooperates closely with the Career Development specialist as internal talents are promoted

7. Explores the new recruitment channels and gives recommendations to the Recruitment Manager

8. Preparation of the yearly recruitment plan and the budget

June 2013– Feb 15, 2014
El Naghi Business Services
Company Profile:
El Naghi is one of the region's most sought-after human capital consulting firms. Combining regional expertise with the global experience their trusted advice, solutions and insights help drive organizational excellence and business results.

Administrative Supervisor
1. To support and implement effective recommendations on the design and development of assigned Human Resource functional areas, encompassing various programs relating to compensation, benefits, resourcing, organizational effectiveness and/or employee development

2. Prepare Job Descriptions; conduct Job Analysis & Evaluation to develop Pay Structures & Compensation Models. 

3. Provide project support by building & implementing Competency Matrices, Career ladders, performing job matching & gap identification processes

4. To Conduct Market research to identify business opportunities, preparation of comprehensive reports, follow up on COL and other mobility products enquires

5. Manage certain project phases and advise clients in identifying potential areas of risk and exposure in their current HR processes and policies; work with clients in assisting them to draft HR policies & Procedure manuals to ensure overall compliance at par with preset Organizational Goals
Duties & Responsibilities
· Dealing with redundancies, gross misconduct, and maternity leave issues. 

· Assisting in the short listing of suitable candidates from applications. 

· Developing & improving existing HR procedures and processes. 

· Conducting inductions for new employees. 

· Providing employment references for past employees. 

· Organizing and arranging interviews for candidates. 

· Writing the terms of employment & contracts for new employees. 

· Conducting interview with job applicants, asking relevant questions. 

· Writing job specifications and designing job adverts. 

· Deciding which online job sites & newspapers to advertise jobs in. 

Conducting pre-employment checks on job applicants i.e. references, medical Approval, academic etc. 

April – August 31, 2012
AEGON RELIGARE INSURANCE

Company Profile:
AEGON, one of the world’s leading financial services organizations, providing life insurance, pensions and asset management, Religare, holding company for one of India’s leading diversified financial services groups and Bennett, Coleman & Company, India’s leading media conglomerate, have come together to launch AEGON Religare Life Insurance Company Limited (ARLI)

Duties & Responsibilities
· Calculate premiums and establish payment method.
· Confer with clients to obtain and provide information when claims are made on a             policy.

· Customize insurance programs to suit individual customers, often covering a variety of risks.

· Develop marketing strategies to compete with other individuals or companies who sell insurance.

· Explain features, advantages and disadvantages of various policies to promote sale of insurance plans.

· Seek out new clients and develop clientele by networking to find new customers and generate lists of prospective clients.

· Sell various types of insurance policies to businesses and individuals on behalf of insurance companies, including automobile, fire, life, property, medical and dental insurance or specialized policies such as marine, farm/crop, and medical malpractice.
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