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Work Experience

· Currently working as HR Consultant in setting up HR departments from June2013 till date.
· Worked as HR Manager with Da Vision Portfolio Management Services Pvt. Ltd. from Apr 2009 – May 2011
· Worked as Assistant Manager – HR with Proactive Management & Training Services from Mar 2008 - Apr 2009.
· Worked as HR Executive with e2e connect HR Pvt. Ltd. From April 2006– Mar 2008.
Projects

· Human Resource Policies and Framework

· Employee benefits plans

· Attrition Analysis

· Performance Management

· Rewards & Recognitions

· Online Exit Modules

· HR Operations

· Background Reference Checks

Skills Chronicle 

· Attrition and Retention Forecast

· HR Strategy Formulation 

· People Development and Management 

· Bulk Campus Joining 

· On boarding, Induction and Confirmations. 

· HR Audit

Other Areas Handled

· HR Operations.

· HR & Administration

· Organization Development

Qualifications
· MBA – HR from Rai Business School, New Delhi in 2006.
· BBA from IMS Ghaziabad in2004.
· 10+2 from Meerut Public Girls School, Meerut in 2001.
· Class X from Meerut Public Girls School, Meerut. 
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SYNOPSIS

· A dynamic and result oriented HR Professional with 7 years in Human Resource function.
· Strong analytical, problem solving & organizational abilities. 
· Sound experience as HR Generalist, Employee Relations, Performance management, HR operations and trainings & Developments.

CORE COMPETENCIES

Policy & Process

· Formulate the Human Resource policies and process from scratch  for HR process.
· Development & Service Delivery of HR Shared Services Centre using HRMS 

· Framing work direction & plan for the associates after thorough assessment of capabilities.
· Actively Participation in strategic plans of HR

Compensation and  Benefits

· Monitoring salary structures and employee benefits programs includes review and analysis market benchmarking.
· Design the basic compensation structures in the organization
· Prepare analytics data for compensation decision making
· Plan and Execute various incentive plans
Employee Relation and Engagement
·  Responsible for planning, organizing and execution of various employee communication and reach out activities.
· Analyzing data for attrition and retention management thereby providing input. 

· Supporting the Resource Management Group in optimum utilization and allocation of Human Capital

· HR Site SPOC for day to day workflow applications

· Ensure successful resolution of employee concerns and grievances 

· Build, motivate and manage the performance management system, including conducting formal appraisal meetings and one to ones
· Core Member for Fun @ work event management 

· Design modules on Team Building and conducted sessions for Project teams

· Involvement in background check of new employees
· Design the HR strategic plans and policy modulation
· Design the associate forum and employee connect sessions
Onboarding /Training and Orientation 
· Responsible for Induction of all new joinees joining at all grades 
· Responsible for ensuring smooth on boarding process, transition and internal movements for all new joinees across all grades

· Planning, organizing and executing structured Orientation Sessions for Senior Leaders

Separation and Exit

· Responsible for complete exit process, Full and Final calculations and review of all documents

· Plan out the ways to reach at employees to communicate the F&F status and finalize the recovery schedule
· Ensure the closure of full and Final Settlement with in defined TAT

HR Operations

· Handling the entire GROUP Medical insurance
· Responsible for employee benefits programs related vendor management, employee survey, feedback queries of employees
· Conduct Internal and External HR audits and/or surveys to determine effectiveness of controls.

· Delivered Team building Sessions for Campus joinees and different Teams

· Campus Recruitments 
Analytics and Analysis

· Hiring and joining Analysis Quarterly / Yearly on various factors like Cost, Time, Function, Sources, location etc. 

· Attrition Analysis.

· Compensation analysis to total rewards team.

· Quarterly Audit on HR functions
· Employee benefits data Analysis

Rewards n Recognitions
· Appreciation Award for “Best Employee” in the Month of Oct' 09.

· Awarded for “Best Performer” title thrice in 2007.

· Awarded for the “Best Employee” of the year 2006-2007




