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~ HUMAN RESOURCE MANAGEMENT PROFESSIONAL ~
5.11 years of experience in recruitment, staffing and HR generalist functions             
~ EDUCATION ~
· Master of Business Administration in Human Resources from Bengal Engineering and Science University, Shibpur (Kolkata) , 2006 with 66.76%
· Bachelor of Arts in English Honors from Burdwan University, Burdwan in 2004 with 54.75%
~ PROFESSIONAL SUMMARY ~
· Proven ability to self-manage multiple positions by sourcing, screening, qualifying, coordinating interviews

· Hands on experience in recruit from Walk-in drive (Mass hiring) and campus hiring 

· Hands on experience in Appraisal, Employee Engagement and HR generalist functions
 CORE COMPETENCIES 
· Staffing/Recruitment  



Employee Engagement

· Employee relations 



-  Performance Appraisal



IT SKILLS SET: MS-Office – Excel, Power Point, Word and Outlook

CAREER SCAN

Intelliant





                                April, 2013 – Till now

Executive – Human Resource 





 

HRMS – Online Human Resource Management System

(1) Employee database maintenance
· ID generation, employee data update and validation

· Updating all information in employee portal
(2) Leave Management - Leave allocation and updating
(3) Attendance – Prepare attendance from online attendance management system and process it for payroll to Accounts Department
Recruitment 
· Outlining job descriptions and job posting through online

· Manage the entire recruitment function like prescreen candidate with detailed phone screen, evaluating candidates' compatibility with specific job requirements’, ensuring a right fit 

· Experience in sourcing resumes through Job portals and Social networking sites like Facebook and LinkedIn

· Scheduling Interviews and coordinating written test, online test, psychometric test for all levels across the organization
Performance Appraisal
· Weight age allocation to all factors according to KRAs in consultation with Reporting Managers
Employee Separation – Take care of Exit process initiation and co –ordination from all departments
Achievements
· Formulated, designed KRA & KPI for each role and implemented within the Organization

· Designed various forms like – Exit Interview Form and Exit Checklist; Probation Form, Job Description Form, Reference Check Form

· Designed Climate Survey 

· HRM Manual Guide

· Service Agreement incorporated for employees

Pinnacle Infotech Solutions (Global leader in BIM services)                                March, 2011 – March, 2013

Executive – Human Resource 





 

Resource Management
· SPOC for Resource Management for Durgapur and Kolkata Office

· Discuss with all Project Managers and HoD and prepare resource recruitment report

· Prepare JDs in consultation with HoD, Project Managers and CEO

· Keep complete track of Internal Transfers & Movements 
Recruitment 
· Manage the entire recruitment function like prescreen candidate with detailed phone screen, evaluating candidates' compatibility with specific job requirements’.

· Experience in sourcing resumes through Job Portals and job posting in job boards like Naukri

· Experience in conducting large scale of recruitment drive (Walk-In Interviews) and Campus Interview at IIT – Kharagpur, Diploma Colleges
· Scheduling Interviews and coordinating written test, online test, psychometric test for all levels across the organization

· SPOC for coordinating with Naukri Team and job posting  at Naukri as well as Career at Pinnacle Website

· Maintaining Interview Tracker, Joining Tracker, Attrition Tracker and Probation Tracker

· Preparing Offer Letter and issuing to candidates
Post Recruitment:
· Reference check for shortlisted candidates 

· Collect all the necessary documents from shortlisted candidates 

· Coordinate for joining formalities and induction program 

· Request for Email ID/System/Desk/Domain ID after on-boarding candidate
Employee Engagement:

· Organize Quarterly and Annual Rewards and Recognitions

· Organize family outing

· Organize various fun activities 
Performance Appraisal:

· Collating data for quarterly appraisal

· Weight age allocation to all factors according to KRAs in consultation with CEO and Project Managers

· Collating data for annual 360 degree appraisal 

· Preparing Appraisal data excel, printing out letters, distribution and getting it signed off from the employees
HR Activities:

· Conducting  Exit Interviews

· Home – coming Program for Ex- employees

· Preparing KRA in consultation with Project Managers, HoD and CEO and distributing to all employees across the organization

· Conducting Climate Surveys

· Issuing Confirmation Letter, Address proof, Service Agreement
Achievements:
· Designed Self – Assessment sheet for candidates

· Recruited 30 candidates twice within a span of 20 days 

· Modified Service Agreement for new joinees

· Introduced Interview Assessment form 

· Designed the Website Career form 

· Introduced response mail to candidates

Positions recruited: Focus on different type of positions including Head HR – Admin; Project Manager – HVAC, Plumbing, Electrical; IT Manager, Executives – Sr. Engineer, Engineer, Asst. Manager – HR, Sr. HR Executive

Wide experience in recruiting senior level to fresher

Angel Finance Company                                                                                     August, 2010 – February, 2011

Manager – Human Resources
Responsibilities – HR:
· Drawing up the Recruitment Plan, Coordinating the process of short listing and selecting the candidates.

· Looking after the documentation of the employees & Issuing Offer of Appointment.

· Drawing up the Training Schedule and Induction of Employees.

· Maintaining Attendance Register and Movement Register.

· Maintaining Payroll of Employees.

The DS Solutions Placement Consultancy                                                         September, 2006 - June, 2009
Manager – Business Solution 
Provided technical recruiting expertise to different kinds of requirements to banking, insurance, telecom industry including entry level to high end (senior management) requirements
Responsibilities – Recruitment:
· Transformed a young recruitment staff into a dynamic team through interview skills, screening resumes

· Taken care of Full life cycle of Recruitment right beginning from analyze the job requirements, source and screen the profiles as per job requirement, scheduling interviews, and interview follow-ups till the closures and complete the hire process
· Interacting with HR Heads of various clients to understand their requirements and draw up the recruitment plan
· Experience in source and develop candidates through traditional and creative means such as Internal Databases, Internet Job Portal like Naukri, Monster, Job Postings, Referrals, cold calling and Networking.
Responsibilities – Post Recruitment:
· Experience in issuing offer letter, documents verification, coordinate with the joining formalities.
· Helping candidates fill Joining forms like HR form
· Responsible for maintaining daily report using MS Excel and submit to reporting manager

Personal Details

Date of birth: 2nd April, 1983
Address: 1/5 Suryasen Nagar, Benachity, Durgapur-713213
Languages Known: English, Hindi and Bengali
Nationality: Indian 
