LATIKA SURI

E-Mail:  latika.ko@gmail.com ~ Mobile: 9711245492

Aiming for jobs in HR Functions with a leading organisation


Current Company : Dasnac Holdings Pvt Ltd
Designation: Sr. Executive – HR

Duration: April 2019 – till date.

About Company: Dasnac Holdings Private Limited is incorporated on 25 Jun, 2010. It’s a real estate developer having residential projects in Noida. Dasnac flagship business Designarch pioneered in smart housing projects like Designarch E-Homes Vaishali, The Jewel of Noida in Sec- 75, Noida. They have  launched Burj Noida project in Noida.
Roles & Responsibilities:

Recruitment – 

· Manpower Planning, Recruitment/Selection, Induction & orientation.

· Job Description

· •Identify the Competencies required
· Sourcing, Screening, Short listing of Profiles from Job Portals (Naukri, Monster &TimesJobs), Scheduling Interviews, Conducting Preliminary rounds, Scheduling Technical interviews with Clients

· Interview finalization and to keep a track on selected candidates with joining date and updating to the management.

· Assisting Salary Negotiations and take approvals from the top level management

· Offer Negotiation with the candidates.
       • Coordinate the interview with the respective department and if selected complete the documentation. 

Operations –

•.Taking care of Attendance of Site  Office and Head Office. Ensuring the completion of joining formalities (Issue Offer Letter/Appointment Letter, collection of 
required documents from new joinee) and Verifying of documents., Background Verification.

• Having experience in Administration Work also.

Updating the complete details of the new joiners , Coordination with Technical Team for official Email 
ID Creation, Maintaining employee personal data files.

•Handling Employee Database (Both in Soft Form and Files)

• Maintaining employee record.
•Solving Employee Queries.
• Maintain MIS reports.
Last Company: RG Group

Designation: Sr. HR Executive

Duration: July 2018 – January 2019.

About the Organization: Formerly known as Rajesh Goyal Projects India Pvt Ltd. The foundation of RG Group is laid down by Mr. Rajesh Goyal (MD) in the year 2000 and has become the leading real estate stalwarts in Delhi after successful launch and commissioning of 14 Commercial and Retail Projects at various prime locations across Delhi since its inception. It launched 2 marquee residential projects in year 2009-2010 and introduced the first landscaped podium concept in Noida & Greater Noida. Today, the Group has more than 10 million sq. ft. of built up area under construction and is a rapidly growing group with several offerings lined up in future.
ROLES & RESPONSIBITIES:
 
Recruitment – 

· Manpower Planning, Recruitment/Selection, Induction & orientation.

· Job Description

· •Identify the Competencies required
· Sourcing, Screening, Short listing of Profiles from Job Portals (Naukri, Monster &TimesJobs), Scheduling Interviews, Conducting Preliminary rounds, Scheduling Technical interviews with Clients

· Interview finalization and to keep a track on selected candidates with joining date and updating to the management.

· Assisting Salary Negotiations and take approvals from the top level management

· Offer Negotiation with the candidates.
       • Coordinate the interview with the respective department and if selected complete the documentation. 

Operations –
•.Ensuring the completion of joining formalities (Issue Offer Letter/Appointment Letter, collection of required documents from new joinee) and Verifying of documents.
• Updating the complete details of the new joiners in software & Master Database, Co-ordination with Technical Team for official Email ID Creation, Maintaining employee personal data files.

•Handling Employee Database (Both in Soft Form and Files Management)

• Maintaining employee record.
•Solving Employee Queries.
•Listen grievances of employees and act accordingly and do best for their & company’s benefit.
• Maintain MIS reports.
Deft Consultancy Pvt. Ltd, New Delhi

Designation: Sr. HR Executive

Duration: Feb 2010 to June 2018
Role & Responsibilities:

· Handling Junior, Middle Management level & Sr. Managerial -level requirements.

· Handling NON IT Clients like FMCG, Power, Engineering and Manufacturing domains.

· Interaction with the company to understand their specifications and provide profiles/candidates accordingly.

· Sourcing candidates through referrals and Job portals etc and internal database.

· Maintaining and Building Database.

· Short-listing of the required skill matrix professionals based on the client project requirements and as per the standards set by the company.

· Maintaining transparent feedback between the client and the candidate for a long lasting relationship.

· Follow-up till the candidate joins the company.

Since Aug’08 – Sept’09


Centre for Right Direction Placements, Pune

Recruitment Executive

Key Deliverables;

· Coordinating & planning human resource requirements in consultation with clients as well as organising selection interviews and other recruiting programs.

· Collecting data through references and internet using various job portals. 

· Executing the entire gamut of task in recruitment encompassing sourcing, screening, short-listing, selection and appointment, etc.

· Short listing the resumes and calling the candidates for interview sessions and arranging for different rounds of interviews.

· Keeping follow-up with candidates regarding the interviews.
· Screening & short listing the profiles as well as conducting preliminary round for ensuring fitment and providing the necessary information about the job responsibilities.

· Interacting with candidates, giving them a preview about the company, the interview process & the role.

· Maintaining client database.

· Maintaining weekly, monthly MIS reports.

CRD Placements Clients

· Bekaert Industries Ltd.

· Jabil Circuit India Pvt. Ltd.

· Ziemann India Pvt. Ltd.

· AVL India Pvt. Ltd.

· ISMT 

· Kalyani Steel Pvt. Ltd.

· Johnson Control India Pvt. Ltd.

· Kalyani Thermal Pvt. Ltd.

· Festo Control India Pvt. Ltd.

Knowledge Preview;

· Managing payroll processing function while designing, implementing and administering payroll policies and procedures to ensure accurate and timely compliance with statutory obligations.

                                                                     Summer Internship

· Organization: AIRCEL 
· Designation: Summer Trainee

· Project Title: “ Motivation of Employees”
· Description: To assess the overall satisfaction level of the employees based on seven
                   Parameters- Job Satisfaction, Rewards & Benefits, Supervision, Training &Development, Interpersonal               Relations, Communication & Grievances and Belongingness.
                                                                    Computer Proficiency

   Microsoft Office XP,  MS Office, Internet

PERSONAL DETAILS

Date of Birth


: 
29th Oct, 1985

Present Address
                             :    E-22A, Flat No. 301, 3rd floor, Rajouri Garden, New Delhi - 110027
:    . 
Martial Status:                                          Married
	Declaration:-


I hereby declare that the above-mentioned information is correct up to my knowledge & Belief, and I bear the responsibility for the correctness of the above-mentioned particulars. 

Place:  New Delhi






         Latika Suri

Date:   .../... /                                                                                                      Signature :..........................
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EDUCATION





MBA with specialization in HR from Jayawantrao Sawant College of Engineering from Pune University, in 2008.


�


Bachelors in Commerce from Jammu University in 2006.


�





SYNOPSIS


	


MBA (HR) with 11+ years of work experience in Recruitment,, Admin  & HR Activities. 


Hands on experience of recruitment involving resume generation, screening, short-listing, interviewing, etc.


Demonstrated abilities in conducting recruitment processes with extensive knowledge in entire recruitment life cycle.


A keen communicator with the ability to relate to people across all hierarchical levels in the organization.


Effective communicator with strong inter-personal, relationship management and presentation skills.


Skills Included:


(Recruitment	 (Selection	( Good Interpersonal Skills.


	











