
RAHULSHARMA

LinkedIn: https://www.linkedin.com/in/rahul-sharma-79ab0615
E-Mail: rahul23285@gmail.com
Contact: (+91)9891989491

Anenthusiastic&highenergydrivenprofessionaltargetingmid-levelassignmentsinHRGeneralistOperationswitha
reputedorganisation;masteringinHRManagement,highlyknowledgeableinawidevarietyofprofessionaldisciplines

● A competentHR professionalwithnearly9+yearsofexperienceinHR Operations/Payroll,
StatutoryComplianceandAdministration

● CurrentlyassociatedwithShreeInternationalatNoidaasManagerHRBP.

● Proficientindevelopingandexecutingkeymetricsforrecruitingeffectivenessandbuiltsystems
fortalentacquisitionthroughscorecard

● Ensured employee welfare,safety,wellness and health with active involvement in the
developmentandimplementationofpolicydocumentsandhandbooksforemployeereference

● PossessinsightfulknowledgeofHR Practices,ProvidentFund,ESI,HR Policies& Training,
InductionProgram andCRM

● Gained exposure/knowledge in managing HR functions and reductions in force including
employeecommunications,severanceadministration,employeerelationsandunemployment

● Ananalytical,focusedandquality-orientedprofessionalwithaneyefordetail

CORECOMPETENCIES

~TalentAcquisition ~Compensation/PayrollManagement ~Induction/Orientation
Programmes
~Policies&ProceduresImplementation~ManpowerPlanning ~HRInitiatives
~PerformanceAppraisal ~Training&Development ~Liaison&Coordination

ORGANISATIONALEXPERIENCE

SinceJan’20 ShreeInternationalasManager-HRBP

May’18-Dec'19 Spectrum TalentManagementPvt.Ltd.asManager-HR

Mar’14-Apr’18 GeniusConsultantsLtd,NewDelhiasAsst.Manager-HR

Apr’11-Feb’14 ChaqueJourHRServicesPvt.Ltd.,NewDelhiasSr.Executive-HR/Admin

Aug’09–Mar’11 Sodexo,NewDelhiasJr.Executive–HR

KeyResultAreas:

● Recruitment-Sourcing&Validation,Coordinationforfinalroundinterviews,CTCnegotiation&issuanceofoffer,
onlinereportsManagement.

● Inductionofnewjoinings.

● Coordinationwithinternalmanagement&EnsuretimelyactionsonAppointmentletters;Training;Biometric&
Attendance;LeaveManagement;PayrollManagement;Appraisal;EmployeeEngagementEvents;F&F;

● Admin Issues;Bills;VendorsManagement;AssetMaintenance;Stationery;Courier;Electricity;Telephone-
Landline&CUGandanyotherrelevantassignments.

● CoordinationwithCorporateLegal& Complianceandensuretimelyactionsonanylegality,speedMoney
negotiationwithofficials&approvals;OfficeLeaseIssues.

● CoordinationwithFMSandensuresmoothFacilities&SecurityOperations

● CoordinationwithSystems&VendorsandensuresmoothfunctioningofComputersandLeaselines.

● CoordinationwithCorporateAccountsandensuresmoothBranchPettyCashManagement.

PREVIOUSEXPERIENCE

May'18-Dec’19 Spectrum TalentManagementPvtLtd.,NoidaasManager-HR

KeyResultAreas:
ClientRelationshipManagementandMonitoring&TrackingClientdeliverables.
AccountablefortheELC(EmployeeLifeCycle)fortheemployeesdeputedattheclients’locations.



Defineandputinplacetheprocessesinfieldtoensuresmoothclient&Deputeedelivery.
Managingproductivityandeffectivenessoftheteam andManaginginternalandexternalstakeholders.
Define,communicateand follow up thequalitative,quantitativeobjectivesforeach memberoftheteam and
review/evaluatetheirperformances.
Identifyprocessimprovisationsanddrivethesamewithintheteam.
Dispatch/ShareinvoiceandSalaryPayoutontime.
FNFandPayout&joiningkitcompletion.
Minimum WagesCompliance.
Attendanceadherence.
ClientLoss/Regiontarget/EW Growth.
Attrition/PeopleManagement.

Mar'14-Apr’18 GeniusConsultantsLtd.,NewDelhiasAssistantManager-HR

KeyResultAreas:
ClientServicing.
IssuesandGrievanceshandlingofAssociatesaswellasclients
HandlingJoiningformalities,Induction,ExitInterviewsandF&Fdetails.
PreparingOfferletters,Appointmentletters,Experienceletter,Relievingletter,TransferLetter,IncrementLetterand
ExtensionLetteretc.
HandlingBankAccountsandNewAccountOpening,Bankaccountchange.
PreparingandUploadingKYC.
Generation/UpdationofIPNo(ESIC)
UpdatingPECABandAadharNo.
HelpingHRPTeam forsmoothprocessingofpayroll.
Maintainleaverecordsofemployees.
HelppayrollinSalaryDisbursementsandReversalDisbursement.
MISandReports(NewJoiners,Headcount,Resignedetcdetailsonweeklyandmonthlybasis.)

Apr’11-Feb’14 ChaqueJourHRServicesPvt.Ltd.,NewDelhiasSr.Executive-HR

KeyResultAreas:

● Responsibleforalloperationalactivities.

● Issuingoffer/appointmentlettersforallclientshandled.

● CompletionofJoiningformalitiesforclientshandled.

● Attendancecollectionandsalaryprocessingfortheclients.

● Paymentcollectionfrom theentireaccounts/clientshandled.

● ManagedeliveryofHRservicefortheaccounts/clientshandled.

● Ensuringappropriateresourceallocationandriskmitigationwhilemanagingend-to-endprocessquality,customer
satisfactionandcosts.

● Matureservicedeliverythroughmaturesystemsandprocessfortheentireclients.

● Anyotherroleandresponsibilitythatthemanagementmayentrustwithtimetotime.

Aug’09-Mar’11 Sodexo,NewDelhiasJr.Executive-HR

KeyResultAreas:

● LookingCompliance-PFandESIC

● DisbursementofSalaryandClaims

● ESIandBankAccountstatusofassociates

● ReimbursementInvoice.(TravelReimbursement) 

● ReimbursementTransfer.

● MaintainedESI&PFforassociatesData

● HandlingJoiningformalities,Induction,ExitInterviewsandF&F.

● PreparingOfferletters&Appointmentletters

● Companyemployeecommunication.

● Interviewscoordination.

● Sendreportstopayroll.(NewJoiners,HeadcountandResigneddetailsonweeklyandmonthlybasis.)

● Maintainleaverecordsofemployees



ACADEMICDETAILS

● PGDM inHumanResourcesManagementfrom BLSInstituteofManagement,Ghaziabadin2009

● B.Com.from DelhiUniversity,in2006

● S.S.C.from VBPS(CBSEBoard),Ghaziabadin2003

● H.S.C.from VBPS(CBSEBoard),Ghaziabadin2001

CORPORATETRAININGS

● Attendedthefollowingtrainings:
~EmphasisonPayrolls/Leaves ~Recruitment ~ManpowerPlanning
~CTCbreak-up ~Attrition/RetentionStrategy ~CompetencyMapping
~StatutoryCompliances ~Induction/Orientation ~GrievanceManagement
~EmployeeRelations/EmployeeEngagement

SUMMERTRAINING
ProjectTitle: PerformanceAppraisal
Duration: 6weeks;Duration(July–August’2008)
Organisation: BharatElectronicsLtd.Ghaziabad.

ITSKILLS
OneYearDiploma ComputerSoftwareSkillsDevelopmentProgramme
OperatingSystem Dos,Windows9x,2000,XP
Applications MSWord,MSExcel,MSPowerPoint,SQL

PERSONALDETAILS
Name: RahulSharma
Father’sName: Mr.Prem Sharma
DateofBirth: February23rd,1985
Sex: Male
Nationality: Indian
MaritalStatus: Married
Hobbies: ListeningtoMusic,Dance
LanguageKnown: English,Hindi.
PermanentAddress: E-1401,JaipuriaSunriseGreens,12-AAhinsaKhand-1,Indirapuram,Ghaziabad-201014.

Iherebydeclarethatalltheinformationprovidedbymeinthisapplicationisfactualandcorrecttothebestofmy
knowledgeandbelief.

Date:

Place: (RahulSharma)


