	Name
	Rimmy Jain

	D.O. B
	04/03/1993

	Designation
	Assistant HR Manager

	Email
	Rimmyjain93@gmail.com

	Mob
	7011927068/ 9910345971

	Permanent Address
	E-54 Sadbhawana Apartments, Parwana Road, Pitampura, Delhi-110034


	Educational Qualification


	Degree
	Institution / University
	Percentage
	Passing Year

	MBA(HR)
	Bharti Vidyapeeth University
	75%
	2017

	BBA
	IP University (Institute of Innovation in Technology and Management)
	82.15%
	2014

	12th
	CBSE Board (New State Academy Sr. Sec. School)
	75%
	2011

	10th
	CBSE Board (New State Academy Sr. Sec. School)
	77%
	2009


Professional Experience:
JOB DETAILS
	Company Name: Mindrops Solutions Pvt Ltd
Designation: Assistant HR Manager
Tenure: July 19- Sept 19
Accountabilities: 

· Designed job advertisements for web recruitment and screened response against key job requirements

· Maintaining Candidate database, Sourcing plan, Recruitment Plan

· Conducting recruitments through campus placements, internal referrals, consultant hiring and job portals

· Conducted telephonic interviews, one to one focused and group interviews and reference checks

· Preparation of offer / Appointment Letters, all joining formalities and verification
· Accountable for the HR Policy formulation, Generalist HR activities and the HR Administration, Employee engagement activities.
Company Name: Deep LogicTech India Pvt Ltd (Sister concern of TekMonks)

Designation: HR Executive

Tenure: July 18- June 19
Accountabilities: 

1. Generalist Function

Employee On boarding & Separation

· On-Boarding New Joiners - Responsible for smooth on-boarding & induction programme for new candidates

· Implemented and facilitated processes for employee separation and related documentation

· Conducted exit interviews to determine reasons behind separations, Employee counselling

Training & Development

· Identifying training needs across the org. at various level by conducting Surveys, Observation among the employees and implemented in-house training and development initiatives

· Maintained training database Scheduling and Coordinating On-the-job training, arrange the External Training Programmes (Workshops, Seminars, And Industrial Trainings etc.)

Grievances Management

· Addressing and investigating the disagreements and grievances

· Following multiple  bargaining agreements for resolving grievances

· Filing grievances and formally presenting them

· Resolving and reporting the outcome

Employee Engagement 

· Conducting & Analysing various surveys Employees satisfaction surveys

· Organising birthday parties, festival parties

· Managed weekend fun sessions.
2. Recruitment & Selection

· Create Annual manpower requirement & ensure adherence to same

· Designed job advertisements for web recruitment and screened response against key job requirements

· Maintaining Candidate database, Sourcing plan, Recruitment Plan

· Conducting recruitments through campus placements, internal referrals, consultant hiring and job portals

· Conducted telephonic interviews, one to one focused and group interviews and reference checks

· Preparation of offer / Appointment Letters, all joining formalities and verification

· Follow-up with selected candidates to confirm their DOJ and keep the respective departments informed

· Quality check on the recruitment process

· Update the Senior Management on recruitment status and employees with cost every month
3. HR Administration
· Conducting exit interviews for retention and maintain all exit formalities 

· HR Administration work: Handling employee documents & files, bills, cash management, I-card and access card issuing to employees and daily coordination with housekeeping, Stationary, Pantry, office maintenance team, Vendor management, Visa Application, Hotel booking, Flight booking, purchasing of new laptops 

· Set up of the new workstation 

Company Name: Impeccable HR Consulting Pvt Ltd

Domain: IT Technical and Automotive technical

Tenure: Jan’16-Feb’18

Profiles Handled: Automotive R&D, Automotive Plants and Commercial, IT Technical and Sales

ACCOUNTABILITIES: -

· Collaboration with seniors and management in manpower planning process.

· Responsible to drive the talent acquisition process across the organization of filling the requisition form, take appropriate approvals.
· Managing the complete recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Resourcing right talents through head-hunting, referrals, job portals and social media networking etc.

· Conducting selection interviews, Preliminary screening, interviews, short-listing of candidates 

· Discussing the feedback on applications received with management & Interviewing shortlisted candidates, scheduling their next round of interview.

· Manage the offer process including salary recommendations & negotiations, compensation structuring, offer letter generation and offer acceptance/declines. 


	Previous Organization: Appin Knowledge Solutions Pvt Ltd. (AReputation)

Unit Name; AReputation

Tenure: Dec’14-June’15

Role: Client Acquisition Executive

Responsible for:

· Worked as the Client Acquisition Executive under Internet Reputation 

· Negotiating the deals thereafter for final closing stages

· Responsible for lead generation, cold calling, referencing, strategy planning and convincing them for the meetings with the Business Development Team.




Brief Profile�
Corporate HR with more than 3.6 years of experience. 


Handled entire HR Gamut of activities which include Generalist, Administration, Payroll, Operations, Employee Engagement activities, HR Policy Formulation, Training and Development, Performance Management System �
�
Total Experience�
4 years of Total Experience in HR-Generalist and Talent Acquisition�
�
Education�
MBA in Human Resource


BBA �
�
 










Page 1 of 3

