Tripti Jha

Contact no.: +91-8867304002

Email: triptijha11@gmail.com
Address: Budigere Cross, Bangalore -560049

B.Tech (ECE) ,  MBA (HR), 10 years of experience in Human Resource, Recruitment, Administration Management  and Teaching. Sophisticated in communicating and collaborating effectively by relying on excellent interpersonal skills, high-level emotional intelligence and solid expertise in employee relations.

SKILLS 

HR Management, Recruitment, Administration and Training

·  Talent Acquisition, Team Management, Employee retention, Performance Management, Business Partnering, Employee Grievances, documentation for joining formalities, Exit Formalities, Leave & Attendance Management, Payroll Processing etc.

· Training MBA students HR Management
Experience

Since Mar' 2019 to present: , MicroSpark Software Solutions Pvt Ltd,  
HR and Recruitment Manager
· Drive key HR processes like Recruitment, Team Management, Induction, Training & Development etc.

· Deliver end-to-end recruitment process, partnering with the Heads of Department and Hiring Managers to ensure that immediate and future software and technology staffing priorities are met.

· Working with Software, R&D and Technology Infrastructure teams in India.

· Manage the full talent acquisition and recruitment life cycle from advertising jobs, proactive sourcing, networking and seeking referrals, screening candidates, organizing interviews, providing feedback and follow up to candidates and hiring managers, as well as the presentation and negotiation of offers of employment.

· Responsible for building an external network of technical talent, recruitment consultancy by proactively searching / screening and continuously mapping out potential talent in and outside our industry.

· Sending Report on the hiring update to management. 
· Helping the new joiners understand the process and perform better On-boarding & exit formalities.

· Handling Employee database & Manpower planning for IT- Non-IT.

· Screening, short listing candidates sourced through portal (Naukri, Monster, Indeed and LinkedIn) and validating them on their experience and interest on the role.
· Oversee time office, attendance, absenteeism, leave management.

· Process Pay Roll, PF, ESI and statutory deductions & payments and ensure compliance under PF, ESI, Labour, PT and other statutory matters.

· Manage Employee Relations, discipline & welfare matters.

· Formulation of Policy-Recruitment, Leave, Annual Increment, Attendance Bonus, Procedures- SOP (Standing Operating Procedure), Employees Handbook, Code of Conduct, Office Etiquettes such as Dress Code etc.

July' 2012 to Feb’ 2019: Career Training Institute, Bangalore 
Manager HR and Recruitment
· To manage end to end HR, Recruitment & Admin functions for Ed-Tech Company.

· Drive key HR processes like Recruitment, Induction, Training & Development etc.

· Manage sourcing of candidates through various channels.

· Manage screening, short listing, interview scheduling, offer negotiations and offer roll outs. Ensure compliance in adhering to the process guidelines.

· Involved in stakeholder management and review meetings for hiring requirements. 

· Sending Report on the hiring update. 
· Helping the new joiners understand the process and perform better On-boarding & exit formalities.

· Handling Employee database & Manpower planning for IT- Non-IT.

· Responsible for sourcing, interviewing and qualifying candidates to fulfill current and forecasted requirements. 

·  Screening, short listing candidates sourced through portal (Naukri, Monster, Indeed and LinkedIn) and validating them on their experience and interest on the role.
· Oversee time office, attendance, absenteeism, leave management.

· Process Pay Roll, PF, ESI and statutory deductions & payments and ensure compliance under PF, ESI, Labour, PT and other statutory matters.

· Manage Employee Relations, discipline & welfare matters.

· Coordinate administrative procedures and systems and devise ways to streamline processes.

· Formulation of Policy-Recruitment, Leave, Annual Increment, Attendance Bonus, Procedures- SOP (Standing Operating Procedure), Employees Handbook, Code of Conduct, Office Etiquettes such as Dress Code etc.

· Over see general administration functions like travel arrangement, printing, , house keeping services, etc.
 December' 2011 to June 2012:  ABMTR Management College, Bangalore
Senior Lecturer HR and Marketing Management and Admin
· Senior Lecture for Human Resource Management and Marketing Management  for MBA students
·  Exploring all the sources and databank of candidates through Portals,Databank,Social Medias,Contacting and visiting colleges and institutes,Agencies and calling the candidates for initial round of online interview,sending call letter for the interview and coordinate line them up for the personal rounds technical final interview till selection for Admission

· Over see general administration functions like travel arrangement, printing, , house keeping services, etc.
Education Qualification

· MBA in HR from Annamalai University, TN , June’2008 to May’2010,  1st Class with Distinction.
· B. Tech in ECE from Dr. MGR College, Chennai , TN, June’2003 to May’2007, 1st Class with Distinction
PERSONAL DETAILS

Language.      : English & Hindi.

Address             : Shriram Greenfield, Budegere Cross, Bangalore-560049.


