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Objective

Having 5+ years of experience in HR field and want to contribute my past experience to the organization by constantly assessing the effectiveness of the HR function.
Summary

· -PGDHRM from Christ University.

· - Bachelor of Arts with English specialization from Guwahati University.

Knowledge Preview:

· Recruitment Procedure

· Performance Appraisal Method

· Training and Development Techniques

Technical Education:

Considerable knowledge of following:

· Windows XP, Ms Office [word, excel, power point etc] Internet and SAP HR.

SEMINARS

· Attended seminar on 'Personality Development & Manpower planning' conducted byChrist University (College).

· Attended 3days seminar on 'Time Management' in College.

· Attended 2days 'Leadership training' in Guwahati College
Professional Experience

· One year and one month experience in Izone technologies services as a HR executive. Duration from Oct2008 till Oct 2009. (Company shut down)
· Was working with Ace Creative Learning Pvt Ltd as a HR Executive from March 2010 till Oct 2010.(asked to relocate)
· Have  worked for Wipro Technologies as a Contract employee under Magna Info Tech  Pvt Ltd from Nov 2010 till June 2011.(Home emergency)
· Had worked with EADS DS India Pvt Ltd(Cassidian India) as a Hr since Nov 12 till March 2013.(Contractual employment)
· Worked with Ikya Human Capital Solutions Pvt Ltd as Operation Executive from Nov 2013  till April 2015(better opportunity)
· Worked with Kapp software Pvt Ltd as HR Generalist from April 2015 till March 2016.
· Currently working with Orion Corporate Alliance Pvt.Ltd as HR Generalist from January 2020 till April 2020.

Assignments in Human Resource Management
Human Resource Management

· Arranging for induction and orientation of the new employees.

· Helping and getting the corporate savings Bank account open.

· Collecting the details of the employees like Xerox copies of their pan card,marks sheets, salary statement proof of the previous company if theemployee is experienced, address proof etc and verifying the originals.

· Organizing employees’ recreational activities, birthday parties and weddinganniversary.

· Planning and implementing hr policies, procedures and systems for the hr operations and development.

Recruitment and Sourcing

· Sourcing and Screening resumes through job portals.

· Short listing the resumes based on the required criteria and skills.

· Coordinating with the candidate and superiors for scheduling interviews.

· Scheduling and conducting the initial round of interview.

· Salary Negotiations.

· Issuing Offer letter, Appointment Letter, Increment letter etc.

Other Hr functions

· Designing and conducting exit interviews.

· Preparing experience letter, relieving letter, etc.

· Completing final settlement of the relieving employee.

· Maintaining Database of the employees both in Soft copy and hardcopy aspersonal files.

· Attending any kind of employee queries or any clarifications.

· Preparing and designing interviewing forms and induction forms.

· Preparing Job description for the required designation.

· Maintaining Leave Records for Salary processing.

· Handling employees’ grievances.

· Extending administrative support including drafting any kind of concern letters foraddress proof, salary certificate, etc.

· Arranging for training and induction of the new employees.

· Handling hr activities including policy formation regarding leave rules, officetimings etc.

· Updating the employees or informing the employees about any new changes inpolicies or any other kind of changes that should be in employee’s knowledgethrough emails or circulars.

· Monitoring the employees about their timings in and out, their outfits and behaviors etc.

· Involved in Performance appraisal activities.
Roles and Responsibilities in Wipro Technologies:
· Was working for the client British Telecommunication.

· Responsible forDocumentation, Reports, 

· Audit & Compliance of the British Telecommunication employees.

· Was working on the software called Newgen.

· Then was a part of Employee relation team.

· Main responsibilities is to attend to any kind of queriesof the employees related to the company policies it may be leave query, salaryquery, transfer queries, loan query, or may be any Wipro Benefit Plan queries.

· Got trained in Final Settlement process.

· Have worked in SAP, (Organisational Management)
· Basically into staffing.

· Have to place the people in their particular organizational unit by creating position numbers and by takingthe approval from the Particular BU Head.

· Was handling the process called ‘WINGSWITHIN’. It is basically posting the internal job openings within Wipro Limited on daily basis as and when requested by Manger or Team Leader of the particular department. It may be for any of the Wipro  Company[Wipro Technologies,Wipro Infotech,Wipro Bpo] by creating the job code if required and keeping track of the same in Spread sheet for any future reference. Have to acknowledge the mail through which they will be requesting for the posting of the openings and have to make sure that the requested postings will happen on expected date.   

Roles and Responsibilities in EADS DS India Pvt Ltd.

· Preparation of Appointment,Offer,Confirmation letters,Contract papers, Secondment Agreements,etc.
· Generating Emp id,Coordinating with It departments for mail id creation of new employees.

· Maintaining Database.

· Generating Head Count Report every month.

· Maintaining and updating leave balance of employees.

· Attending and handling day to day queries of the employees.
· Taking care of Final settlement of employees(Preparing and issuing Experience and Relieving letters); after checking Nodues clearance from the concerned departments and calculation of Full and Final Settlement
· Authenticating background Verification of Exit Employees.

· Coordinating with Third Party Vendors for payroll,Hr Compliance,Recruitment etc

· Expat Management.

· Employee Enagagement.

· Taking care of Performance appraisal, Probationary assessments,etc.

· Taking care of employee engagement activities like birthday celebration,Team outings, team building activities like sports and games.

· Taking care of recruitment process that includes coordinating with the third party vendor  for resumes ,then shortlisting the resumes based on the skills set required,then coordinating with the candidate and the concerned department manager,once interview is done ,taking the feedback from the manager; issuing the offer letter and taking care of the whole onboarding process.

· Generating any kind of report as and when required by specific departments.

· Coordinating with all the department(IT,ADMIN,ACCOUNTS,FACILITIES,SENIOUR MANAGERIAL LEVEL) for any kind of requirements as and when required.
· Maintaining details of the cheques and payments made to the vendors.Coordinating with the Finance department for smooth and uninterrupted payments of the vendors. Maintained good relation with the vendors.
Roles and Responsibilities in Ikya Human Capital Solutions Pvt Ltd.
Taking Care of background verification process.
Roles and Responsibilities in Kapp software  Pvt Ltd.
·  Preparation of Appointment,Offer,Confirmation letters,Contract papers etc.

· Generating Emp id,Coordinating with It departments for mail id creation of new employees.

· Maintaining Database of the Employees.

· Designed and created policies in regards to leave,timings,dress code etc.

· Preparing holiday list 

· Generating Head Count Report every month.

· Providing inputs to the accounts team for salary processing.

· Arranging for induction and orientation of the new employees.

· Extending administrative support including drafting any kind of concern letters for address proof, salary certificate, etc.

· Coordinating with the candidate and superiors for scheduling interviews.

· Scheduling and conducting the initial round of interview.

· Salary Negotiations.

· Employee Engagement activities.

· Maintaining and updating leave balance of employees.

· Attending and handling day to day queries of the employees.

· Taking care of Final settlement of employees(Preparing and issuing Experience and Relieving letters); after checking Nodues clearance from the concerned departments and calculation of Full and Final Settlement

· Authenticating background Verification of Exit Employees.

· Extending some kind of help for admin related work also.

Personal Details

	Languages known
	: English,Hindi,Assamese,Managable kananda,some extent German


References

References available upon request.
