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OBJECTIVE:
  My objective is aiming for a challenging HR assignment with a leading organization to focus on my abilities so as to work towards achievements of company goals & also to deliver best of my skills and make best use of my efforts in gaining experience & Achievements.
Education qualification:

· Master in Personnel Management [MPM] from ASM IBMR  College Pune approved by AICTE, Pune University in 2012 . 
· Bachelor Degree B.COM from  Pt. Ravishankar Shukla  University  St.Thomas College  Bhilai , Chhattisgarh  in 2010 .
· 12th CBSE board from K.V. BCPP Korba , Chhattisgarh in 2007 .
· 10th CBSE board from K.V. BCPP Korba in 2005 .

Area  of specialization:
Human resource/HR Operations (3.11yrs. of Exp.)
Executive summary -
As a HR professional, have 3.11 years of Post qualification experience in Human Resources Domain with good communication skills. 
 I have good experience in HR activities & proficient in-
· Recruitment & Selection
· Induction & onboarding
· Training & Development 
· Employee Engagement 
· Policy Formulation/ Execution
· Attendance/Leave Management 
· General Administration 
· Performance Management System
· Employee Relation/Welfare/ Reward & Recognition
· HR Audit Process 
· HR MIS 
· Updating Sales report ( monthly, Quarterly)
· Exit Formalities & interview
· Handling Compliances (ESIC & PF)


Excel in both independent & Team Work environment.

Skilled in handling workforce & maintaining peaceful & healthy Environment in the organization. 

Excellent relation building & interpersonal skills, problem solving organization abilities, possess a flexible & details oriented attitude.
Corporate Exposure-  
[bookmark: _GoBack]Total Work experience – 3.11 year as an HR Generalist position
   Manpower Handling:- 400
· Presently working in SKF- Ball Bearing company (Pune)
 (Dealing into industrial product)  
· Vandana Global Ltd., as Sr. Hr & Admin. Position. Company is into (Manufacturing Unit of- Steel & Power, Ferro alloys, rolling mill, TMT, Ispat.) 
· Logicon Engineering  pvt. Ltd. as Hr & Admin., Pune
· 2 months summer internship in NTPC LTD., Korba
Area of exposure / Roles & Responsibilities-
· Recruitment and Selection / Talent Acquisition: 
· Handling End-to-End life cycle of Recruitments from Sourcing to joining for Technical & Non- Technical. Sourcing CVs from various channels such as referencing, company’s own database, Job Portals i.e. Monster, Naukri, and networking tools such as Linkedin.
· Sourcing profile initial screening, scheduling interviews, preparation of offer letters.
· Arranging for technical panels and coordinating at all levels of Interviews.

· Induction orientation /on boarding (Joining Formalities):

· Maintaining documentation of the new joinees as per the organization policy. 
· Handling Induction Orientation programme of new joiner with Co-worker & Departmental Head. 
· Interdepartmental co-ordination to ensure smooth on-boarding (availability of e-mail id, I-card and systems, opening of Bank Account to the candidates on date of joining)
· Timely issue an Offer (Intend) Letter, Appointment Letter.

· HR Policy Formulation & Implementation

· Formulating strategy and policies with focus on aligning HR with core business. 
· Implementation of various HR policies such as Attendance, leave, recruitments, Induction, Uniform, Driver, Safety policy , sales  etc.

· Training & Development- (Internal and external training)

· Conducting the training programme by Identifying training needs , skill matrix and Training effectiveness in the organization, making yearly Training plans , coordinating and arranging trainings
· To coordinate all the pre and post training (Internal as well external training) related activities ensuring smooth execution of these sessions, getting feedback on the training and turning these into reports.

· Audit Process: (ISO -9001:2008)
· Taking actively participation in audit process (ISO-9001:2008). And complete all documentation all related assignment related to audit process.

· Performance Management System (PMS):

· Supporting to implement appraisal systems in organization and Coordinating to collect performance appraisal summaries, PMS reports, KRA’ S Ratings, approvals notes, promotions from respective Departmental Head.
· Preparing & Issuing Increment as well as promotion letter to all employees. accordingly uploading all monthly reports in system
· Employee Engagement/Welfare Activities-

· Responsible for arranging various employee engagement activities.(Team Building,R&R,Get together).
· Coordinating Employee Engagement activities/ Fun events & updating of Communication Boards, Birthday celebrations, Organizing Rewards & Recognition (R&R) activities to enhance motivation level of employees.

· Human Resource Information System: (HRIS - MIS Report)

· Updating comprehensive employee MIS regarding their Joining, probation, confirmation, transfer, Separation, Training, Increment records, salary structure and academic Profiles
· Supporting in to Implementation of Organization HR Policy, procedure and HR System
· Maintenance and updating of HR MIS on day to day basis like Master data for recruitment, joining, resignations and employees personal records etc. 
· Preparing and maintaining various MIS Reports like Tracker sheet, requirement and offer reports, to be sent to delivery heads and top management.
· Employee exit interviews and relieving:

· Handling the employee exit interviews and issuing the relieving letters after the full and final settlement process. Administering full and final settlement process.
· Managing Exit formalities and taking the clearance from respective departments.

· HR Operations & Administration-
· Managing employees’ welfare measures like insurance and mediclaim records and travelling reimbursement & checking tracking report .  
· Managing of housekeeping and hygiene of the premises. Vendor Management, Managing of administrative activities such as repair and maintenance work, upkeep of company assets, renewal of licenses, AMC, travel management and facility management.
· Monitoring the general administration functions and co-ordination with other support functions like Finance/IT/Admin/Operation teams to ensure smooth operational activities.
· Involved in BGC & PCC Verification of employees as required.
· Looking after sales activities also.

· Attendance & Leave Management- (For all branches)
Responsible for Attendance and leave of all employees. Maintaining all leaves records as per policy. 

· Compliances/ Employee Relation-

· Ensuring compliance with statutory regulations like PF, ESI, Insurance policies, Gratuity, Personal Accident, Medical cover.
· Involved in process of PF/ESIC of Employees.
· Handling disputes of employees through coordination of various HODs.

Summer  internship & training
     Project title    -     Performance Management System 
    Organization   -      NTPC LTD. (National Thermal Power Corporation) 
    Duration          -         1st June to 31st July 2011
    Description     -         it provided extensive knowledge regarding the performance appraisal       system process of the company by interacting with executives and workers.
IT skills: 
Operating System: Windows98, Windows XP & Windows 7.
Tools: MS Office, Word, Excel, Power Point and Outlook.
E-Mailing tools: MS Outlook, Windows Outlook, Yahoo and Google.
Academic /professional achievements: 

· Got outstanding performance award in college 2010-2012
· Appreciation  for best work in present organization
· Got full attendance award
· Won good position for academics
· Participated in science & math’s Olympiad 
· Got best student award in 11th STD.
· Won 1st prize for street play in insignia.
· Involved in placement committee of MPM IBMR , 2010-2012
Extracurricular achievements :

· Got president ( Rastrapati ) award for scout & guide..
· NCC ‘B & C’ certificate holder in Army Wing .
· Won many prize in quiz competition.
· Participated in national level camp in haridwar & bhilai .
· Won 2nd prize in state level presentation in national camp.
·  Participated in blood donation camp & walk a thone .
· Won many prizes in sports activities-shot put, discus throw, hand ball, kabbadi , race.
· Participated in INCON & BIZZ in college.
· Representing school & college at national & state level.
· Got many prizes in rangoli, slogan writing, group song & got many prizes.

Personal profile:
Date of Birth                :  27 may 1989
Language Known      :   English, Hindi, Marathi
Contact No.                   :   7709973454
Present Address        :   Ajmera Sukhwani Society , Pimpri Pune
Hobbies                         :   Reading novels, travelling & adventurous trip, cooking
                                              Playing basketball, volleyball, listening music, painting, net surfing.
  Marital Status           :   Unmarried 
Strengths :             

· Optimistic, Adaptive, Team work, Pro-active, punctuality, leadership quality, Dedicated towards work, confident, honest, positive attitude, helping & social nature.                                                               
· Ability in handling multiple priorities, with a bias action & a genuine interest in professional development. 
· A  team player , leader & excellent grasping power to learn 
· Eagerness to learn & passion to succeed.
· I am looking for an opportunity to synergize my skill with requirement of organization. I m submitting my detail resume for your perusal and kind consideration. & forward for an opportunity of a personal interview, to prove my credentials.  
Declaration

I hereby declare that the above information is true to the best of my knowledge and belief, if given a chance, I can prove myself.
Thanking you in anticipation
Signature   :    PREETI SAKHRE
