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Contact No. 9818436085

E-Mail ID-neha.thakur6085@gmail.com


Objective:-

To work in a competitive and challenging environment that would facilitate the maximum utilization and application of my skills and expertise in making a positive difference to the organization.
Work Experience:-

METRO HEART INSTITUTE WITH MULTISPECIALITY

(September’2010-April’2016)

Sr. Executive HR
Job Profile:-

· Searching the database and job portals to source out the candidates.

· Screen CVs and conducting HR interviews.

· Coordination with department heads for interviews.

· Source the prospective candidates on the basis of JD’s.

· Follow up with the candidates till the final roll out of offer letters.

· Reference check for the new employees. 

· Joining Formalities including issue of appointment letter, ID card, Get fill Employee form etc. 

· Ensuring Pre-employment health checkups for joining candidates.

· Employee’s induction and training process including making the new joiners aware of organization, its policies, rules and regulations, standards etc.

· Maintaining employee’s personnel files leave records, joining data records, and all other documents proper filled by the employees according to NABH Guidelines.

· Handling biometric data record including attendance, punching, late coming etc.

· Update and maintain the MIS on daily basis.
· Handel resignation cases, take exit interviews forms properly filled by the employee.

· Drafting various letters like Warning, Appraisal, confirmation etc. to the employees.

· Participated in Audits including-NABH, internal audit.

· Provident Fund forms filling for the exit employees.

· Online TIC entry of employees and same to be updated on MIS.

· Participated in salary and incentive making.

· Other work as and when required.
Parivar seva Sanstha(NGO) from June16’-Aug’16

Academia :-

.

· PGDBA  from Symbiosis Pune with 60%
· BBA from Rohtak University  with 68%.

· 12TH from HPBSE with 60%.

· 10TH from CBSE with 50%.

Core  skills:

· MS Office: Word, Excel
· Internet

· Outlook Explorer

Declaration:-
· I hereby declare that all information provide above is true to the best my knowledge.

Date.: …………..

Place:.……………




                 (Neha Thakur)

