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Objective

Seeking an opportunity in the field of Human Resource and Admin with a reputed organization, where prospects of growth are immense and an individual is recognized by his work performance.
Synopsis


A dynamic professional having 2.7 years of experience in Human Resource Management + 4 years in online marketing. An optimistic, ambitious and proactive HR professional, progressively responsible experience in the entire gamut of Human Resource Management. Having competency in Employee Relation, TS Audit, Recruitment, campus recruitment, Induction, Performance appraisals, training & development, Engagement activity, Employee relation, Industrial relations.

Professional Experience

Continental-Engines Pvt. Ltd        




         July 2016- till date
· CONTINENTAL ENGINES LIMITED is a leading name in the field of intricate Aluminium Cast Components for Automotive Applications established in year 1982. as a Senior Executive in HR & ADMIN Bhiwadi, Alwar (Rajasthan) from July2015 to Still. An ISO/TS 16949:2002 certified company, Continental Engines Pvt. Limited main line of business is Design and Development of Core Boxes and Dies for Gravity Die Casting and Low Pressure Die Casting process for parts used in Automotive Sector.
DESIGNATION: SENIOR EXECUTIVE – HR, ADMIN & PURCHASE
Key Responsibilities;
· Talent Acquisition – Recruitment, Resourcing & Development          

· Training & Development

· Employees Engagement activity

· Employee Database & Employee Records 

· Induction - New Joiners on boarding

· Online Employee Satisfaction Survey 

· Employee Relation

· Policy & procedure
· Statuary and legal compliances.

· Maintain Time office.

· Purchase
Talents Acquisition - Recruitment, Resourcing & Development
· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Implementing the HR policies, systems & procedures for the HR operations and development. 

· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interview

· New Hire Orientation

· Direct interaction and maintaining good relation with shop floor workers, junior and senior management to handle day to day grievances

· Manage employee engagement initiatives – Thematic month celebrations, suggestion schemes, other           reward & recognition 
Employee Relations
· Recruitment of Off roll & on roll employees across India through campus & Job Portal etc.

· MIS related to employees demographically and update on monthly basis.    

· Check pulse of the employees in order to resolve it at early stage.   

· Doing feel free session with associate & on rolls employees. 
HR Portal, Budget & Employee Database Management

Preparation of Deptt. Weekly & monthly HR Portal giving insights on:

· New joinees, Separations, Recruitment Status, Transfers

· Training Mondays, IR situation, Overtime status, etc

· Internal Manpower movements

· Confirmations.

PMS, Compensation & Benefits, Career Development and Succession Planning – 

Operating the KRA setting & performance appraisal processes for all levels. 

· Preparing and maintaining job description

· KRA setting and reviews

· Doing help in Increments & Promotions

Training and Development -

· Identifying training needs and preparation of training modules, calendar, schedules & batches

· Competency Gap Analysis; Identifying & Recording Training Needs

· Developing and arranging training material

· Organizing training programs/events

· Feedback & Evaluation of training programme

· Responsible for handling summer trainee.

· Managing HR Portal for training & Recruitment
Purchase
· Responsible for Purchase order, RGP NRGP, Material receiving.

· Quotation from supplier and comparison sheet

· Follow-up Material.

· Barging with help of supporting person

· Supplier visit

2. 
PolicyBazaar.com





Oct 2012 - May 2016           
Designation: Manager - Sr. Associate consultant
Key Responsibilities:
· Sales Management- Achieve monthly, Quarterly and annual Target
· Ensure no reject beyond 15 days.

· Ensure Insurance Officers productivity.

· Maintaining the ORM monthly review at team level.
· Customer support

· Team handling

· Support in time some hr activity like (employee data maintain, training arrangements, attendance & bonus sheet, employee engagement activity)

Other Important Details

· Team Building.

· Target achievement.

· 5S, Kaizen, Suggestions, Trainings.                                                                                                                                                                                                                                                                                                                               

Academic Qualification
· Passed 10th from HBSE BHIWANI in 2007.

· Passed 10+2 from HBSE BHIWANI in 2009.

· Passed BBA with 72% percentage from MDU in 2012.

· MBA PRESUING.
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