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CAREER OBJECTIVE:

Seeking responsibility and challenging opportunity that would utilize and encourage my abilities through dedicated hard work and resources of the company to achieve combined growth
WORK EXPERINCE:

· Currently working as a Sr. HR & Admin Manger in Balux Infrastructure Pvt. Ltd. Transfer from SBL Construction Pvt. Ltd.
· Previous as Manager HR in SBL Construction Pvt. Ltd. Noida, from July 2018 to April 2019.
· Previous as a HR & Admin Manger in Blue Square Infrastructure LLP (Spectrum@Metro) transfer from AMG from October 2017 to July 2018
· Previous as Asst. Manager HR  in Aims Max Gardenia Developer Pvt. Ltd. (Gardenia Group) Noida, from October 2014 to 30.09.2017.
· Pervious Company Served as Admin Executive in Roorkee Institute of Management Studies.  Roorkee, from May 2013 to September 2014.
· Pervious Company Served as HR Executive in Kritika Infotech (Hiring Partner wih IBM), Faridabad since July 2012 to February 2013.
· Previous Served as HR Executive (Recruitment) True Find Consultancy, Mohali Since August 2011 to June 2012

JOB PROFILE
· Recruitment: Analyzing the Human Resource requirement for different functions in coordination with the managers and sourcing/ short listing profiles as per the requirement.
· Induction and Joining Formalities: Ensuring the completion of joining formalities, giving new inducts an orientation related to the company profile and policies.
· Time Management: Monitoring the timings is being followed by employees.
· Maintain HRIS and Salary Administration: Maintaining employees details and processing of salary.
· Performance Management & Appraisals: - Administering that performance of employees by issuing them Confirmation letters after completion of their probation period and initiating annual appraisal process.
· Exit Interview: Conduct exit interview on the last working days of the concerned employees and analyze the reason of their leaving.
· Discipline: High priority is given to discipline. If norms are not followed warning letters are being provided. Receiving of 3 warning letters leads to termination of an employee.

· Provident Fund: Ensuring provident fund deduction has been undertaken for eligible employees and ensures that provident fund withdrawal forms proceeds with time.

· Hr operation & Administration:- Birthday and congratulatory emails to employees as and when as part of employee relations. Manage all stationary & housekeeping requirements. Coordinates for new recruit's bank accounts, ID cards etc.

· Employee State Insurance: Obtain insurance numbers of employees within 10 days of his joining and ensure ESI deductions have been made for eligible employees. 
· Compliances: Preparation of leave encashment, maintenance of leave and attendance register.
ACADEMIC & PROFESSIONAL QUALIFICATIONS:

	Course
	Year
	Institution

	M.B.A (Human Resource & Finance) 
	2011
	IMS, Roorkee Affilated by Uttarakhand Technical University, Dehradun & Approved by AICTE 

	B.A
	2008
	Hemwati Nandan Bahuguna Garhwal University

	Intermediate
	2005
	A.K.P Inter Collage Roorkee

	High School
	2003
	A.K.P Inter Collage Roorkee


· A & B certificate in N.S.S.

EXTRA CURRICULAR ACTIVITIES & INTERESTS:

· 8 Weeks Industrial Training with ABB Faridabad, Project Name- Job Satisfaction.
· A & B certificate in N.S.S.
· Win prize in culture acivites.
· Cooking & Dancing.
PERSONAL DETAILS:

· Father Name
                          :      Late Sh. Vinod Kumar Sharma
· Date of Birth
                          :      18th Oct 1988 
· Sex


             :       Female
· Nationality

             :       Indian

· Marital Status
             :       Single

· Languages known
             :       English, Hindi

Date –02.12.2020
Place – Noida








(Anubhuti Sharma)


