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QUALIFICATIONS :

· MBA / PGD – Human Resource Management from Symbiosis, Pune
· B.A. Pass from Delhi University
· XII from Cambridge School – New Delhi
· X from Cambridge School – New Delhi
Core Competencies
Talent Management



Strategy Implementation

Strategic Recruitment Solutions

Peoples Management

Organizational Development

Situational Analysis
Customer Focus



Result Orientation
WORK EXPERIENCE :

· Work Experience (in reverse chronological order)

Company
: HaskoningDHV India Pvt Ltd (a Royal HaskoningDHV Company)
Duration
: February 2009 till July 10, 2015
Designation
: Assistant Manager – Human Resources 

About the Company:
Royal HaskoningDHV in India is ISO 9001: 2008, 14001: 2004 and OHSAS 18001 : 2007 certified and has over 300 professionals and provides complete range of services. The company currently operates out of its head office at Noida (NCR) and its branch office at Mumba besides number of project site offices all across the country.

 Services :
•
Buildings

•
Industry, Energy & Mining

•
Infrastructure

•
Maritime & Waterways

•
Planning & Strategy

•
Water Technology

The company has positioned itself in the market for its forward-thinking solutions that are also sustainable, practical and cost effective. And this has been possible because of presence of strong workforce of 7000 qualified professionals in 35 countries worldwide.
Job Profile as Assistant Manager - Human Resources

Post Merger Activities
Have served as a key member in policy formation of new merged companies Royal Haskoning and DHV. (Now known as Royal HaskoningDHV).
· One of the key members in handling the merger activities for the new entity Royal HaskoningDHV.

· Policy Formation – Putting in the past experience, forming the policies and developing a new cultural integration keeping in view of a win - win situation for both, the company and employees.
· Maintaining the MIS – The MIS (Management Information System) was developed and maintained of entire staff for the management perspective and for ready reference.
Hardcore Recruitment:  

· Co-ordinate with management to identify the manpower requirements of the organization.

· Sourcing the best talent in the market. This is done through Portals, Head Hunting and Employee Referrals. 

Joining formalities & Induction
· Handling the joining formalities of new joiners ,including outstation candidates.
· Taking care of Personnel files.

· Taking care of PF compliances for new joiners.

· Issuing appointment letter on completion of joining formalities.

· Inducting the new joiner in the system, introducing them to the employees & coordinating with the administration and accounts departments for seating arrangements, salary accounts etc.
Visa 
· Handled all Visa formalities for various countries, starting from finding the visa requirements to getting the visa stamped, overseas insurance etc. 
Exit & Separation

· End to end exit formalities for separating candidates

· Assisting employees for smooth exit and helping them to fill the exit form

· Exit interview in consultation with senior management.

· Full and final settlement in coordination with the accounts department.

· Issuing relieving letters and experience certificate to employee after the settlement.
MIS Analysis, Payroll & Database Management

· Sole responsibility of HR database management.
· Creating the new records and updating the existing ones.
· Processing of Payroll data, ensuring that computing, withholding or deduction associated with net pay is done properly.
· Monthly & annual report generation as required by the management. 

· Helped in creating the HR Directory for Haskoning along with the IT team and now responsible for its maintenance and updation.
Employee Benefits, Employee Engagement & Employee Grievances

· Taking care for the employee benefit programs like Mediclaim & Personal Accident Policy and other policies.
· Initiating employee engagement programs, responsible for arranging monthly celebrations ,outbound games, and online engagement activities.
· Taking care of employee grievances like transfers, salary administration.
· Providing end-to-end resolution of HR related Queries (Upto our Level).

Confirmation & Annual Appraisals

· Assisted Director – HR in annual appraisal cycles of Haskoning

· Timely consolidation of filled appraisal forms, generation of appraisal letters and handing them to the line managers for further distribution

· Taking care of timely processing of confirmation appraisal forms which is an ongoing activity.
Attendance & Payroll Management:

· Attendance updation, preparation of Man days, LWP (Leave Without Pay) statement, Over Time report, Arrear sheet, Salary hold list, incentive report, half yearly bonus sheet.

· Issuance of absenteeism, absconding, warning & termination letter (depending on case).

· Maintenance of leave record, resigned employee database & Full & Final settlement.

Events Management:

· Organize birthday bashes, year completion, and other festivals.

· Organized various team building exercises, team outing and outstation trips.

Worked with Positive Quadrant BPO (VODAFONE CALL CENTER) – SEP 2008 TILL FEB 2009.

· Worked as ‘Process Manager’ (Recruitment and process training, preparation of MIS reports, maintaining leave record, progress report).
PYRAMID GLOBAL(VODAFONE CALL CENTER) – JUNE 2008 TILL AUG 2008

· Worked as a ‘Team leader’ handling a team of 28 agents for Vodafone Voice chat processand providing time to time process training. 
CALL TO CONNECT – APRIL 2007 TILL March 2008

· Worked as a ‘Customer Care Executive’ in a US based Mortgage sales process.

STAR E-SERVICES – DEC 2005 TILL MAR 2006

· Worked as ‘Customer Service Associate’ for UK based process of selling Private Medical Insurance.

TECHNOVATE/EBOOKERS – OCT 2004 TILL JUL 2005

· Worked as ‘Associate’ in a travel related process. Solving customer queries, flight reservations etc.
· Also done promotional jobs for Airtel, Cartoon Network, Bru Café.
DATE OF BIRTH 

: JULY 29, 1984
MARITAL STATUS

: MARRIED
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