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OBJECTIVE:
To be associated with a progressive organization which can provide me a dynamic work sphere to extract my inherent skills as a Professional, use and develop my aptitude to further strengthen the organization’s objectives and also attain my career targets in the progress.
EDUCATIONAL QUALIFICATION:
· MBA in HR from Sikkim Manipal University  through Distance
· B.A. (Programmer) University of Delhi, New Delhi
· 12th Pass from CBSE Board, New Delhi

· 10th Pass from CBSE Board, New Delhi

PROFESSIONAL QUALIFICATION:
· 1 year Apprentice Trainee Course from Central Electricity Authority, Sewa Bhawan (HRD Division), New Delhi 

· 1year Stenography Course from YWCA of Delhi
· Basic Computer Course from YWCA of Delhi
TRAINING:

· Completed 2 months Office Assistant (on the Job) Training from NCERT, Delhi
· Completed 15 days Office Assistant (on the Job) Training from Monarch Scientific, New Delhi
WORK EXPERIENCE:

· Working with M/s Alliance Galore Pvt. Ltd., New Delhi as a HR Executive from 02.05.2018 to present.

JOB RESPONSIBILITIES: -   
· Talent acquisition: -
a. Draft job descriptions for openings with the Company and post the same on various job portals

b. Schedule face to face interviews of potential candidates after thoroughly screening their profiles and further interview them over phone or in person

· Employee on-boarding and exit formalities: -
a. Complete onus of the joining and exit formalities for all the employees

b. Explaining the company policies & procedures

c. Filing relevance documents of the new joinees as required

d. Prepare and roll out offer letters, appointment letters, employment forms, relieving letters etc

e. Introducing new joinees to the team & Seniors & PAN India branches via email

f. Conduct exit interviews before the full and final settlement

· Employee background verification:- Cross check the papers presented by the prospective employee with the original documents

· Attendance and leave management:- 

a. Maintaining the attendance of the employees

b. Filing the leave application forms and keeping a track of the leaves taken

· Salary structuring and monthly processing:-
a. Timely processing of salary slips for the employees on a monthly basis

b. Suggest changes in salary structures from time to time if required

· Employee engagement:-
a. Create a positive work environment in the office which is crucial for an efficient workforce and come up with suggestions to improve the employee engagement level in the office like relevant surveys, one on one interactions etc

b. Take charge to organize various events in the office from time to time

· HR policies and labour laws:- Make suggestions to the senior management about introduction of relevant HR policies or updates in the same from time to time

· Performance management:-
a. Administer the annual performance appraisal process

b. Should be able to suggest updates in the performance appraisal process and forms if required.

· Grievance handling:- handle the problems faced by employees if any and help them to resolve these in a peaceful and satisfactory manner while maintaining utmost confidentiality

· Employee Engagement :-
a. Taking initiatives to engage the staff to their work

b. Planning events or activities regularly or on some occasions, getting those approved by senior management and implementing those

c. Handling employee grievances

· General management:-
a. Take care of the office administration in general on a day to day basis

b. Contact vendors for various business related work if required

c. Organize and maintain various files for ready referral

d. Implement & administer employee policies. Also Advising colleagues on company policy, and assist with the development and implementation of new policies
e. Identify ways to improve policies & procedures

f. Resolve issues between management and employees

g. Advising colleagues on company policy, and assist with the development and implementation of new policies
h. Being a first port of call for employee relations
· Worked with M/s Hughes & Hughes Chem Ltd., New Delhi as a Sr. Executive HR from 01.02.2017 to 30.04.2018
· Working with M/s Hughes & Hughes Chem Ltd., New Delhi as an Administrative Officer from 07.04.2016 to 20.07.2016
· Worked with M/s LION MANPOWER SOLUTIONS PVT. LTD., NEW DELHI as an Asstt. HR/Admin from 01.07.2014 to 29.02.2016
· Worked with M/s LION MANPOWER SOLUTIONS PVT. LTD., NEW DELHI as a FRONT OFFICE EXECUTIVE CUMS OFFICE COORDINATOR from 01.07.2011 to 30.06.2014
· 8months worked with INDIAN RED CROSS SOCIETY, NEW DELHI as an OFFICE ASSISTANT
· 1year 6months worked with MONARCH SECIENTIFIC, NEW DELHI as an OFFICE ASSISTANT
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