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SANDEEP KUMAR                                                              

K-24 Adhyapak Nagar,                                                              

Nangloi, New Delhi-110041                                                                   
Cell: +919650766285
Email : kumarsandeep.ihm@gmail.com

Career Objective
Gain a position as a Human Resource Manager that will foster and utilize the learning and skills that my Education has provided  and pushed me to grow as a Professional in Human Resource Management field in the well organization
Educational Attainment
2012-2014            Delhi Institute of Management & Research, New Delhi                

                             Completed  Post Graduate Program in Management(PGPM-HR)

2012-2014           All India Management Association, New Delhi
                            Completed 2 Yrs Post graduate Diploma in Management(PGDM-HR) 

2012-2014           Mysore University
                             Appeared in Final Year Exam of MBA-HR
2009-2012            Institute Of Hotel Management, Aliganj, Lucknow 

                             Bsc. in hotel management 

2006-2007            Govt. Sarvodaya Co ed School, Paschim Vihar, New Delhi
                              Intermediate  from CBSE BOARD, New Delhi

2004-2005            Shri Vishwakarma Model School, Nangloi, New Delhi
                              High school from CBSE BOARD, New Delhi

Work & Training Performed
1. Presently working in Special Spring India Pvt Ltd-Narela( July 1,2014- till date)
 Work responsibilities:
· Daily Attendance of the employee in muster-roll register, also maintaining attendance sheet department wise separately 
· Daily Receiving Dak (Letters,Cheque,C-form,Samples etc. ) & maintaining records in Dak receiving Register
· Scheduling , Recruiting & Maintaining Strength of workers in all departments.

· Joining of the new employee  & handover the workers to the head of departments

· Welcomes the new employees to the organization by conducting orientation.

· Maintaining Outdoor visit records of the employee

· Provides payroll information by collecting time and attendance records.
· Maintains leave records of the employee

· Assisting the account department in salary distribution to the employee department wise

· Receiving orders of the Spring from the other organization via phone or mail

· Transferring  & receiving calls

· Revert back the mail about employment verification by other organization

· Mail forwarding if related to the department

· Coordination with the organization like  telephone exchange, MTNL, Pest Management Company
· Booking of a sample with the courier service provider for exporting to other country or state
· Daily Maintains employee information by entering and updating employment and status-change data.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Assisting the Quality department in training of the workers, also maintaining feedback after training of the workers

· Maintaining the training file for the inspection 
· Checks making for the companies
· ESIC new registration of the employee and issuing them temporary identity card
· Job Advertisements Pasting at the most visiting area by people
2. Worked in the Pre-opening at Country Inn & Suites By Carlson, Bhiwadi as Human Resource Assistant (Nov 15,2013 to March 11,2014)
Responsibilities handling:
· Receives telephone calls in a courteous manner, takes messages and relays in an accurate and timely manner

· Arranging employee for the  the hotel department from naukri.com & social networking sites

· Make calls to candidate for interview
· Respond to incoming resumes as appropriate

· Co-ordinates candidate interview schedules
· Assisting my Manager in interview process of candidates

· Making Letter of Intent for the candidates

· Make the employment verification of the employee from their previous organization

· Assists with the induction of new employees

· Preparing, maintaining & updating the employee personal file 
· Updates candidates on status of selection process
· Making attendance of the hotel employee

· Maintaining manning sheet

· Maintaining leave record & Salary master

· Maintaining employee personal files
3. 80 Days Vocational Training in HR Department at Ramada Gurgaon Central - Gurgaon, Haryana (Aug 12,2013 to Oct 31,2013)
 Joining Formalities
· Helping in making file documentation of new joiners

· Helping in assigning Employee Code to New joiners

· Maintaining Data for ID Cards & Name Badges of new joiners.

· Assisting in filling of PF & ESI  forms of employee and stamping the forms with hotel stamps

· Making leave cards

· Making Identity card of employees

· Making  intent letters and appointment letter of new joiners
Training / Induction
· Assisting HR executive in Induction of new joiners’ (informing about the company policies)

· Assisting  in conducting orientation program to new employees..
4.  86 days Industrial Training from The Lalit, New Delhi (June 23, 2010 to                        September15, 2010)
5. Worked As Volunteer in CWG 2010 at The Ashoka, New Delhi ( May 2010-June 2010 )
Other skill
· Computer basic knowledge in Microsoft Office 

Personal Informations
Date of Birth                :       March 07, 1989

Father’s Name             :       Shri Shyam Singh

Sex                                :       Male

Blood Group                :       B+

Marital Status
  :       Single

Nationality                   :       Indian

Language Known        :       Hindi & English
Person

Declaration

I hereby declare that all the details maintain above are to the best of my knowledge and belief.

Date………      

                                                                                                   (SANDEEP KUMAR) 
