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Career Objective:  

My career objective is to make my mark with a stint of diligence, sincerity and hard work.
Educational Qualification:

•
Pursued BA from Indraprastha College affiliated to Delhi University, New Delhi.
Work Experience:

1.
Worked with Interglobe Technologies, Gurgaon, HR, India                November 2014 - October 15                                                                      

HR Generalist                                                                                              
· Recruiting new candidates on the basis of their suitability and eligibility for the job opening.
· Report and distribute management information highlighting areas for improvement and those of concern and opportunity.

· Act as an Interface and co-ordinate with different verticals to be in line with the client’s requirements.

· Work with management to develop and implement strategic plans, initiatives, and direction.

· Responsible for personal and professional development of key leaders and subordinates.
· Work closely with different solution development teams in different locations in different time zones.

· Identify any inefficiency in process within the project, applications and propose appropriate solutions.

· Negotiating pay and salary rates and finalising arrangements between company and candidates.
· Do regular internal audits to keep a track of the control and compliance.

· Maintain a friendly competitive environment.
· Leading and mentoring the team to achieve the desired goals.
2.  Worked as with IBM India Pvt. Ltd.                                                                   March 2007 – June 2014

         HR Specialist
· Conducting interviews and coordinating with other departments. 

· Clear understanding of the end to end recruitment lifecycle processes.

· Pre Screening – sourcing & screening the resume as per the requirement through various sources like consultants, institutes, web portals walk-In etc. Liase with hiring vendors on candidate profiles and interviews. 

· Tracking internal employee referrals through friends for hire.

· Scheduling interviews for the same if Resume suits the job profile.

· Pre & post joining formalities (offer letter / appointment letter processing).

· Maintain the recruitment database for various positions. Maintain employee personal file and records (Database Management).

· Preparation of MIS and submission on a regular basis, Learning & Development and HR activities. 

· Coaching and supporting my team members throughout their stay in company.

· Developing and grooming the skills and knowledge of the team by holding monthly sessions.

· Dashboard discussions on monthly basis on performance of the associates on metrics of the process, overall productivity and shrinkages.
Skills:

· Service Delivery​
· Team Management
· Talent Acquisition
· Employee Engagement

· Employee Relations

· Sourcing, screening and onboarding
Personal Profile:

Date of Birth



:
24th January 1978
Languages Known


:
English, Hindi and Punjabi
Hobbies



:
Listening to music, Painting
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