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Professional Synopsis:

A Seasoned HR professional with overall 4 years of rich experience in Corporate HR &Talent Acquisition for PAN India level, HR Operations, Policy Development and Implementation, Training & Development,Organization Development, Ethics and Culture Management, Employees Grievance,Employee Engagement and general administration etc.


Professional Qualification:- 

MBA in HR from Banasthali Vidyapith Jaipur in 2015.

B. Tech in Material Science and Metallurgical Engineering  from C.S.J.M.U.

Kanpur in 2012.


Professional Experience: 

Since Jan 2017, Working with ARB Bearings Ltd a (IATF16949:2016,ISO/TS-16949-2009 certified) as Senior Officer -HR . ARB Bearings Ltd. is established in the Year of 1900, known for manufacturing bearings, clutch plate & grease of supreme quality for two wheeler, three wheeler, OEM & Agriculture industry. Company has 3 manufacturing unit is at Sonepat,(Haryana) & Delhi.

Reporting to  VP-Operation & Director.

Handling End to end recruitment life cycle / Talent acquisition  for ARB Bearings Ltd of all manufacturing units as well as sales, marketing, import, export, accounts & admin positions in corporate. Managing all new & replacement positions of PAN India level.

Strong Experience into sourcing profiles through various job portals like (Naukri, Indeed), Existing database, Job advertisements, Company career page and social networking sites (Linked-In), Headhunting, Employee referrals & Various Consultants.

Formulation of HR policies, Job analysis, preparation of job description & organization chart, Disbursement of offer letter,relieving letter, Confirmation letter,Promotion letter etc.
Planning of proper introduction & plant induction of new hiring & availability of proper resources.

Executing the Exit Formalities And Full & Final Settlement process for making it on time and updating and maintaining tracker.
Manpower Planning: Job rotations,  transfers, worked on annual attrition analysis etc.

Always take Initiative to retain employee by counselling, solve their issues related to salary, incentives/reward,organization grievances etc. 
Training and Development:
Training is as per IATF quality management system process.

Preparation of the Annual Training Calendar by identifying the training needs.

Development of training modules for employees.

Responsible for organizing, conducting/executing the training programs as per the need of the employee and in accordance with the training calendar.

Analyzing the effectiveness of the training given by taking training feedback form.

Organize Training (Third Party and Vendor coordination.)

Attendance Management System:

Taking care of total Time Office Activities.

Sending detailed attendance report to Top Management regarding status.

Sending sales & marketing team attendance to concern  HOD’S for approval. 

Controlling late arrival.

Monitoring leave records and half day’s.

Performance Management:

Developing competency in establishing performance.

Help HOD’s for the preparation of details for appraisal & promotion.

Participate in appraisal board meeting.

Ethics Management:

Whistle Blower policy , Code of Conduct policy, Grievance Handling.

Employee Engagement & Employee relations:  Involve in HR best practices-

New Year Celebrations.

Month end birthday & festival celebrations.

Distribution of star performer of the Month(Decide by HOD’S)

Playing indoor games.

Involvement through  5 S system.

To update  HR policy time to time

Organization Development

Planning & develop feedback mechanisms through suggestions, door to door meeting with the departments HOD and management.

Responsible for 5S audit in organization.

Administration:  

Assisting in Travel & Vehicle arrangements for staffs & visitors, Hotel Booking for staff members of the organization.

Managing services of Securities, Housekeeping and Pantry.

Maintaining Office stationeries and forms like leave application, on duty/ off duty etc.
Worked with ABP Management Services “Noida”. ABP Management is a Delhi-based young, dynamic HR Solutions Company, helping multinational corporations to fulfill their HR needs like Automotive, Orient Electric, JK Cement, HPL Electric” Switch gear & Light industry”, Socomec, EATON, Markem Imaje etc..
Worked as Associate Recruiter from June 2015-Nov 2016.

Worked Duration: 1.6 Years.

Reported to CEO.
Achievements:
Started uniform culture in corporate.

Formulated Employee referral policy.

Got 3 times Recognition through Certificate of Excellence. 

Got Recognition through Trophy for outstanding performance in constant Contributor for revenue generation for organization.

Got Recognition through Trophy for 2nd top performer for organization.


                                                                                                                                           
Summer Training's:
Organization:  JK Tyre Banmore, MP plant

               Project title: Training and Development

Organization: Artificial limbs of Manufacturing Corporation of India.[ALIMCO]
Project title: Heat treatment of different Tools.
Personal profile:
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