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Pratik Kumar





New Initiatives: 


Successfully conducted employee engagements activities- Yoga Session on International Yoga Day, Football Match, Income Tax Return filling session, Ganesha Clay Art Competition, Health check- up camp, singing completion along with Dandia/ Garba night


Introduction of buddy system and orientation program


Prepared the deck for HR Induction session


Started monitoring DCR for reports   


Organization: Wipro Limited


Designation: Executive HR 


Duration: March 2017 to May 2019


Current Location: Navi Mumbai


Tool worked on: SAP


Strength Handled: 1500 employees globally


Roles and Responsibilities: 





On Boarding formalities and documentation of new joiners


ID generation of the new joiners 


Delivering FAQ session where DO’s and DON’T’s are explained to the new joiners 


Coordination with the IMG department to get the laptops for the new joiners who is joining on band C2 and above on the day of joining


Coordination and follow up with the ID card team for the ID cards of new joiners


Employee file verification 


Employee file movement tracking to Record room - PAN India level


Arranging Induction and Orientation program for newly joined employees 


Delivering HR session during Induction program 


Performing Quality Audit of employee files 


Guiding employees in how to access My Wipro portal 


Dealing with the internal requirements of the location 


Employee query handling 


Dealing and coordinating with bankers to arrange banking session for new joiners with the listed banks 


New Initiatives: 


Implemented and provided Non-employee ID cards to the bank spocs to get the access and the entry in the office premises to carry out the banking process smoothly. 


Background verification check link/ tab on recruitment tool to verify whether the old ID is deactivated to take the process ahead for conversion cases. 








. 





Organization: Sify Technologies Limited


Designation: Sr. Executive HR 


Duration: May 2019 to till date


Current Location: Navi Mumbai


Role: HR Generalist


Strength Handling: 300 employees PAN India


Responsibilities: 





Discussion with department heads on understanding the requirement


Recruitment and Selection 


Interview coordination 


Scheduling interviews 


On Boarding formalities and documentation of new joiners


Coordination with Head Office (Chennai) for ID generation 


Delivering HR Induction session 


Planning and scheduling of orientation sessions for the new joiners with different department heads, COO & CEO


Employee query resolution


Coordination with bankers to arrange banking session for new joiners with the listed banks


Coordination with the OA support team to get the laptops for the new joiners (Sales& Marketing BU)


Delivering FAQ session where DO’s and DON’T’s are explained to the new joiners 


Monitoring the attendance system 


Planning and implementation of Employee Engagement activity


Involved in Learning & Development activities 


Assigning buddies for new joiners 


Handling job posting on career portal, social media and job portal


Maintaining MIS for entire West Region


Monitoring DCR ( Daily Call Report) to find out the number of visits made by the associates to the client, the purpose of visit, the number of new opportunities created and flashing the report to Head HR 


Scheduling Data Centre visit/ tour for the new joiners as a part of orientation program to have a better understanding on Data Centre business


Handling the exit process of employees for the entire west region   





Experience











Career Objective�To seek a position in a reputed organization where I can utilize my technical and management skills and contribute in organization’s growth along with my career growth.








Organization: PeopleLynx HRM Solutions Pvt. Ltd. 


Designation: People Business Expert 


Duration: October 2015 to March 2017


Current Location: Bangalore


Roles and Responsibilities: 


Recruitment and Selection for Forthcode Technologies (Client) as per the requirement 


Recruitment and Selection for Trident Techlabs (Client) as per the requirement


Research on various assessment tools available in the market


Recruitment and Selection for Doors Total Realty Solutions India Pvt. Ltd. (Client) as per the requirement


Organization: PeopleLynx HRM Solutions Pvt. Ltd. 


Designation: People Business Expert 


Client: Entuple Technologies Pvt. Ltd. 


Designation: Manager HR


Duration: October 2015 to November 2016


Current Location: Bangalore


Tool worked on : Quicker Work 


Strength Handeled : 700 employees PAN India





Roles and Responsibilities:


Recruitment and Selection as per the requirement.


Joining formalities and Induction 


Exit Formalities. 


Salary sheet Verification for salary process to be carried out. 


Dealing with the other internal requirement of the organization. 


Rolling out of appraisal letters 


One to one connect with employees to understand their problems 


Timely addition/ Deletion of employees for insurance and coordinating with the vendor. 


Handling Quicker Work (a company portal for resource management) like addition or deletion of employee, etc. 


Guiding employees in how to access Quicker Work as per the requirement. 


Formulation of policies: Leave policy, Conveyance policy, Employee Advance/ Loan policy 


Setting of KRAs and KPIs for the employees


Involved in implementation of Sales force to get automated reports on employee’s performance based on the defined KRAs and KPIs


Event Management 


Vendor Management 


Restructuring of Organization Structure 


Coordination with Admin team for other requirements in office premises


New Initiatives: 


Drafted and presented Employee Engagement Calendar for the year. 


CUG Connections for Bangalore Employees


Setting up of Performance Measurement Metrics for employees


Successfully introduce new platform of recruitment- Zwayam 


Additional Roles and Responsibilities: 


Recruitment and Selection for India Didactics Association (client) as per the requirement


Preparing Appointment Letters for the new joiners of Scion Social (Client)


Creating Zoho ID for the employees of Scion Social. Worked on ZOHO


Preparing Attendance report of employees of Scion Social and uploading the same on google drive.














 





 





























Arranged an internal team outing for Team PeopleLynx





Organization: PeopleLynx HRM Solutions Pvt. Ltd. 


Designation: People Business Expert 


Previous Client: Prakash Technoplast India Pvt. Ltd.


Designation: Manager HR 


Strength handeled : 200


Duration: July 2015 to October 2015


Location: Bangalore





Roles and Responsibilities:





Recruitment and Selection of Middle Level managers


Position Closed: Set up the middle management positions with 8 closures for all role/ verticals. 


Internal backend sourcing of IT candidates for PeopleLynx as per the requirement.








HR Generalist role:


Conducting daily review meeting about the issues of previous day. 


Setting up of performance review system for appraisal of employees. 


Preparing salary sheet and Salary distribution of the staffs. 


Handling employee grievances. 


Preparing JD. 


New initiative taken and implemented leave forms for applying leaves. 


Preparing Full & Final Settlement statement for the relieving employees (New Initiative).





Previous Organization: Punj Lloyd Ltd. (Gurgaon)


 SBU: Punj Lloyd Delta Renewables Pvt. Ltd.


 Duration: January 2013 to April 2015


 Designation: Executive


 Location: Rajasthan, Bangalore, Chandigarh, Patna


Strength Handeled: 1000 employees 


Tool worked on: Oracle


 Roles & Responsibilities: 


Recruitment of Site Engineers as per the requirement at site


Preparing the offer letters


Salary negotiation


Preparing salary sheet for the employees


Personnel Management


Maintaining the attendance of employees.


Preparing Site clearance, Full and Final Settlement of employees and transfer orders as per instructions from Head Office


Punching leave details in Oracle as per leave applied


Dealing with the bonus of employees as per company norms


Other Roles Played:


Dealing with clients- GAIL, EIL, CREST and PHED


Project Management


Preparing the Daily Progress Report


Dealing with the contingencies of sites and decision making as per site condition.


Handling the vendors (Installation & Commissioning Team)


Dealing with the payment process of Vendors as per the site completion condition.








Education





Project/ Internship


�





MBA/PGDM in Human Resource and Information System from International School of Business and Research, Bangalore (2010-12)- AICTE Affiliation


Bachelor of Engineering (Computer Science and Engineering) from Sagar Institute of Research and Technology (Affiliation withRGPV University), Bhopal (2006-10)


XII Science from Kendriya Vidyalaya, Lumding, Assam (2006)


X from Kendriya Vidyalaya, Lumding, Assam (2004)





    Post-Graduation:





Completed 1 month: from 4th Jan 2012 to 4th Feb 2012 as a project trainee at La Classic Hotel, Bangalore. The study was based on “Recruitment and Selection followed by Training and Development and Formulation of HR Policies”.





Completed internship for a period of 50 days from 6th July to 22nd August 2011 at Tata Teleservices Ltd., Bhopal. The project titled was “A Study on Talent Management Practices in different Organizations”.


     Under Graduation:





Major Project- Multi- Purpose Secret Security Number (MPSSN) based on Java language in a group of 4 members.


Minor Project- Art Gallery based on .Net (Dot Net) in a group of 4 members.
































 








Co-curricular





Successfully completed a vocational training of 2.5 months in SAP- HCM, 2018.


Coordinator of Sports Club, White Tigers 


Done a Project at college level event Product Design Expo (PDE)


Industrial visit to Singapore-Malaysia.


Achievement Award for ORACLE Workforce Development Program.


Participated in JAVA CONTEST organized by NIIT at TIT, Bhopal


Participated at National Level Robocon competition, MIT


Played Volleyball at inter college National Level


Played Volleyball at inter school Regional Level


Played Cricket at inter school National Level








Skills


�





People Management


Good interpersonal skills


Leadership qualities


Recruitment and Selection


Defining Performance Management System for the Employees


Designing the Org. Structure along with Salary band


Employee Engagement/ Event Management 


Vendor Management 


Managing and being part of a diverse team


MS Excel, MS PowerPoint, MS Word


SAP- HCM


Computer Networking


Operating system: Windows-XP Professional, 


                                         Vista, 7, 8.1, 10








Personal Profile





Nationality- Indian


Marital Status- Married


Gender- Male


Languages- English, Hindi, Bengali, Bhojpuri


Interests- Playing Cricket, Volleyball, Pool, Singing, Sketching











Declaration 





I hereby declare that the above information are true and correct to the best of my knowledge and belief and can be verified at any point of time.











Place: Navi Mumbai


Date:                                                                                                                      Pratik Kumar








