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                                  Damandeep                               
VISA Status : Residence VISA
Human Resource Generalist
Total 5.5 years (4 years of experience in Human Resource profile and 1.5 year of experience as Flight Attendant) in Aviation Industry, Hospital, E-commerce & IT Industry.

· 01 year of work experience as Senior Executive – Human Resource & Training & Development Officer  in Hospital (Delhi Heart & Lung Institute – Super speciality Hospital in Cardiology & Pulmonolgy, India)
· 0.6 year of work experience as  Associate – Human Resource & Administration in E-commerce (21Diamonds.in E-Commerce Company – Sister company of Jabong.com , New Delhi, India)

· 2.5 years of work experience as Associate – Human Resource in IT company (iSYS Techworks India Pvt Ltd ,Bangalore, India – Sister company of iSYS Solutions LLC, Dubai, UAE)
	· HR Generalist Affairs 
	· Training & Development

	· Benefits/ Payroll Administration
	· Legal Issues & Compliances (PF)

	· Employee Relations & Grievances
	· Exit Formalities & Procedures

	· HR Policies & Procedures
	· Team Building & Morale Building

	· HRMIS Database Administration
	· Program & Event Management

	· Recruitment Process
	· Performance Management



Duration 
        : September 2014 till April 2016
Current Designation: Cabin Crew / Flight Attendant
Current Location     : New Delhi, India

Company Profile: 
New Delhi, India.
Delhi Heart & Lung Institute (Hospital), New Delhi (India)
Duration 
        : June 2013 till August 2014
Designation               : Senior Executive – HR & Training Development Officer                 
Company Profile :
(NABH & NABL) Hospital - Super specialty in Cardiology & Pulmonolgy.

Managed a broad range of HR functions including payroll administration (350+ employees) 
21Diamonds.in  (Jewelry E-Commerce Company ) in New Delhi, India

Duration 
        : December 2012 Till May 2013
 Designation              : Associate – Human Resource & Admin
Company Profile:

21Diamonds.in is Jewelry E-Commerce Company which is the part of Rocket Internet India Venture (MNC Company). It has other ventures such as Jabong.com, Officeyes.com, Fabfurnish.com, Foodpanda.com etc.
iSYS Techworks India Pvt Ltd, Bangalore , Karnatka (India)

Duration                 :  July 2010 till December 2012 
Designation           : Associate – Human Resource
Company Profile:

iSYS Techworks is an offshore development company of iSYS Solutions LLC, HOD at Dubai, UAE which is Microsoft Gold Certified Partner and provides ERP solutions to client for improving their business.
EMPLOYEE RELATIONS & GRIEVANCES:
· Handling employee grievances and Counsel Employees.
· Driving the successful execution of training & Induction programme .
· Effective case management of employees related issues such as: disciplinaries, performance management & grievances. 

· Organizing Townhall – a Monthly award function for the employees and Fun activities (Parties/Events) at work for employees.
TRAINING & DEVELOPMENT:
· Identifying training and development needs through job analysis, appraisal schemes and regular consultation.

· Designing and expanding training and development programmes based on the needs of the employee.
· Producing training materials 

· Monitoring and reviewing the progress of trainees through questionnaires and discussions with managers of each department.
· Evaluating training and development programmes;

· Helping managers and trainers solve specific training problems.
HR DOCUMENTATION/MIS:
· Maintaining employee personal records both electronically and manually

· Responsible for generation of HR MIS – weekly and monthly reports

· Preparing & Drafting HR Letters like appointment letters, experience

              Letters, termination letters etc.
STATUTORY COMPLIANCES:

· Processing for Insurance (both Mediclaim & Accidental Policy) renewal and also adding and deleting employees as and when required.
RECRUITMENT:
· Conducting End to End Recruitment process 

·  Involvement in Campus recruitment.

· Taking HR interviews both Face to Face & Telephonically for UAE or India
· Recruitment done for Senior , Middle & Junior level requirements (for healthcare , IT / Non –IT / and ERP requirement, & for E-Commerce sector)
· Sourcing profiles & Screening profiles from various Indian & GULF Job Portals (Naukri.com, Times Job, Monster etc) and other channels like database, Network & Referrals.
· Organizing for technical & HR interviews for the Indian and Gulf candidates with clients, Technical Panel, Managing Director or Board of Directors.
· Created Job Descriptions (for Healthcare, IT / Non –IT / and ERP requirement, & for E-Commerce sector).

· Screening & Short listing profiles as per the requirements.
· Update Recruitment Tracker & CRM on regular basis.

JOINING & EXIT FORMALITIES: 
· Maintaining individual employee files. 

· Conducting HR Induction & Orientation.
· Updating new employee details in the Time Office & Payroll Management System (Attendance & Payroll Software). 
· Taking Exit Interviews.

· Handling Exits of the employee starting from clearance process, Full & Final Settlement, etc 
PERFORMANCE MANAGEMENT SYSTEM:
· Executed Performance Management System for all employees due for confirmation. 
· Resolved employee queries post the PMS cycle. 
PAYROLL & LEAVE MANAGEMENT;
· Compute and record payroll data as scheduled.

· Track and record payroll errors. Complete payroll adjustments and corrections.

· Reviewing and managing the leaves balance monthly for each employee.

· Creating leave policy for the new setup organization.


· Proposed Management to work on iSYS Solutions LLC website for the content management task 
· Prepared User Guide Document which was acknowledged by the client.
· Re-vamped the Induction Programme for the new employees at Delhi Heart & Lung Institute.

· Introduced the Hospital Policies & Procedures Manual for the new employees in Delhi Heart & Lung Institute which was appreciated by the management.
· Involved in promotional activity at VISTARA – Tata Singapore Airlines.
· Microsoft Certification - Microsoft Certified as Technology Specialists for Microsoft Dynamics GP Financials 2010
· HR Generalist Training - Certification in HR Generalists practical training.
· Master in Business Administration (HR) - All Indian Management Association (AIMA), New Delhi, India.
· B.Com Regular - Delhi University (2010).
· GNIIT specialization in Software Engineering Course - NIIT, New Delhi (2010)
· All India Senior Secondary School Examination (XII)  - CBSE , New Delhi (2007)
· All India Secondary School Examination (X)  - CBSE , New Delhi (2005)
Name



: Damandeep 

Date of Birth


: 6th November 1989

Marital Status


: Married
Nationality 


: Indian
Linguistic Proficiency                     : English , Hindi , & Punjabi
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