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With 4.2 years of experience in various gamut of HR. Seeking a suitable position in HR (Core Recruitments, Employee Engagements, Training Development, Administration and Client Relations) in an organization of repute.
PROFESSIONAL EXPERIENCE:
Netwin Infosolutions Pvt. Ltd. (Dec 2013 – Aug 2015) 
An ISO 9001-2008 certified Software Development and Independent Software Testing Company. Netwin is registered service provider with Software Technology Parks of India (STPI) and member of Electronics & Computer Software Council of India (ESC India). Netwin has 20+ years of experience in providing customized software solutions to various industry verticals. Netwin has a large pool of skilled and experienced software engineers to provide you the best solution to satisfy the growing needs of your organization.

· HR Executive:
Highlights:
· Hiring – HR Planning & Co-ordination, Manpower Planning & Recruitment Scheduling Interviews, Preparing Preoffers/offers Letters, Rolling Out Offers to Candidates, Coordinating with candidates till they join the organization; Onsite Formalities of Employees, Familiar with Visa Processing for UK, Nigeria, etc.
· On boarding Process: Pre-On boarding, On boarding and Post-On boarding activities. Facilitate Day One Orientation (Induction) Program/Joining formalities for new joiners to make them familiar with organization policies and processes/ensuring all logistics are arranged for Day 01 on boarding. Handling the joining formalities.

· Campus Recruitment-Visited various Engineering college to hire Fresh Engineers in Maharashtra. A vital part of the HR panel, involved in giving presentation about the company, preparing question papers, merit lists and arranging and conducting GD/PI and other-related activities. Successfully handled the training and evaluation sessions of Campus Joiners.
· HR Documentation- Responsible for handling the files of employees to keep the records like educational documents, employment details, confirmation letter, medical report, verification report, higher education, HR/Technical Induction, Mediclaim / ESIC, Appointment letter, Arrange the files as per there Employee-ID,etc.

· Employee Engagement-To keep our employee engaged every month we organize communication meetings, CSR activity, birthday celebration, Technical Trainings, 5th Saturday Outings, Team building games, Foundation Day and Festive Celebrations and Greetings posting and Handling Employee Grievances and Holding  Counseling Sessions on as and when required.
· Competency Mapping- 

We prepare Competency and Skill Matrix Chart and Undertake GAP Analysis, so as we can overcome technical/non-technical limitations for every department with the help of Trainings on timely basis.
· Training & Development- Conducting Technical/Non Technical Trainings on monthly basis, Hiring External Agencies or Internal Sources for different technological trainings, Quarterly Evaluation of Trainings (on the basis of Questionnaire & Job Assessment) and Preparation of an Overall Training Effectiveness Report on Half-Yearly Basis. Preparation of Annual Training Calendar on the basis of the Employee, Management and Project requirements. 
· Audit & Compliance- Participate in Quarterly and Yearly Audit for all the HR Activities and Documentations held in the organization.
· Exit Process- Handle the Exit formalities like, initiating the exit communication meeting, exit interview process, completing the exit documents, preparing the full and final settlement, exit documents, etc.
· Administration- Vendor Management, Front Office Management, Taking care of other administration related activities.

CAFÉ COFFEE DAY,  (Jul 2013 – Dec 2013) (Launched in 1996, Popularly known as CCD, a division of Coffee Day Global Limited. This coffee goes all over the world to clients across, Europe and Japan, making us one of the top coffee exporters in the country.
· Executive Admin/HR:
Highlights:
· Leading the Entire Administration and HR for Pune and ROM reporting to the HR Manager for the same.
· Creating Employee codes, ESIC, Name batches issuance, Uniform Issuance and ID Card issuance for cafe employees.
· Managing Documentation of Employees and keeping a track of all the personalized files.
· Representing Monthly Internal Audit for proper Documentation.

· Handling the Joining Formalities and Exit Interviews.
· Arranging the deployment of new café employee batches.
· Handling proper Maintenance and Administration of 48 accommodations.
· Involved in arranging employee engagement events. (Pot Lunch, Independence day Celebration, Felicitation Events, etc).
· Distribution of Employee Accommodation and Cafes all over Pune and ROM.
· Recruit and Interview of Team Member Level Candidates.
· Directing the Housekeeping and Front-end department.
PARALLEL HR SOLUTIONS INC. (Aug 2012 – Jul 2013) ( 
Founded in 2007, is a full service technical and financial staffing company. It is a national recruiting firm with headquarters in Salt Lake City, Utah, US and significant recruiting resources as well as an extensive database of candidates spanning across the United States.

· Technical Recruiter/Sourcer:
     Highlights:
· Use of various techniques (primarily Internet research and utilizing Boolean operators) to identify candidates.
· Finding out Candidates with the help of Job boards (Monster, Tech fetch(C2C), Dice, the Ladder and Career Builder), Bullhorn Reach, ReqCloud, LinkedIn, Personal home pages, Social networks, References, etc.

· Proactively identifying people who are either a) not actively looking for job opportunities (passive candidates) or b) candidates who are actively searching for job opportunities (active candidates).
· Searching of Candidates in company recruitment database (MaxHire).
· Reaching out to candidate with telephone calls, job mailing and references.

· Involved in Technical as well as Professional Services, candidature Sourcing.
· Responsible for holding Employee Engagement and Administration Activities.
· Arranging and Attending Training Sessions held on GoToMeeting and Webinars from Account Managers in Utah, US.
RESUME FACTOR (June 2011 – June 2012)  is a firm catering to the Recruitment and Resume-writing solutions to various clients like Monster.com, Bayt.com, etc. in this business successfully since last 11 years. Since 2004, They have set a benchmark for customer focus, commitment to quality and rock-solid reliability.
· HR Trainee:
Highlights:
· Arrangement and Coordination for Lining-up Interviews.
· Solving Errors and Revisions in Resume-Writing.

· Handling Attendance and Coordinating in Joining and Exit Formalities.

· Handling the Customer Relationship Department (CRD); solving their queries.
· Worked on Kaizen and PDCA projects for internal standard process.

· Edit and Documentation of SOPs (Standard Operating Procedures).

· Coordination and Planning of Employee Engagement Programs.
· Planning and Implementation of Cross-Functional Trainings across different departments.

· Presenting the Month-end Review of HR and CRD Departments.
 PROFESSIONAL ACHIEVEMENTS:
· Recognized as “Sourcer of the Week” for achieving maximum number of ‘Send outs’, In Parallel HR Solutions, Pvt Ltd. and was rewarded for the same.
· Appraised for giving First Two Employees in the history of Netwin Infosolutions Pvt Ltd. to be outsourced onsite in Nigeria and UK for our respective Clients in Feb and Jun 2014.
· Recommended as “Performer of the Quarter Oct-Dec 2014” for good performance in recruitment in Netwin Infosolutions Pvt Ltd.
 ACADEMIC PROJECTS:
· Participated in a project on Performance Appraisal at JBM Auto Ltd. Nasik, during PGDBM’s internship program in 2010 – 2011, held for a duration of 2 months
 EXTRA-CURRICULAR ACTIVITIES:
· Awarded 1st prize in (Solo Singing Competition) in Umang-2010 and 2011 held in IMRT, Nasik.
· Achieved 1st class in vocal (singing) exam held by All India Gandharv Mahavidyalaya in year 2010 and 2011.
· Achieved ‘B Grade’ in Intermediate Drawing Competition.
 EDUCATIONAL QUALIFICATIONS:
· PGDBM (HR) (1st Rank Holder) from Institute of Management Research and Technology (IMRT), Pune University.
· Mcom (Banking & Finance), Pune University
 COMPUTER PROFICIENCY: 
· Windows 7, MS-Office , Tally ERP 9.0
 PERSONAL INFORMATION:
· Date Of Birth: 30th August 1988
· Languages Known: English, Hindi, Marathi, Urdu(Basic)
· Hobbies: Singing, Abstract Painting, Cooking and Reading.
· Preferred Locations: Dubai, Sharjah

· Visa Status: Visit Visa

· References: Will be Furnished on request[image: image3.png]




