Easha Shukla
Email: easha_pathak@yahoo.com; Contact:  4147199694


HR Professional with commendable credentials throughout professional career of 6+ years
Objectives: A challenging assignment with a reputed company to utilize acquired skills & knowledge and deliver best-in-class results.

Executive Synopsis

· Extensive background in HR generalist affairs, including experience in HR strategy formulation, employee retention, Recruitment (I.T + Healthcare, Training), conflict resolution, HR records management, HR policies development and compliance.

· Excellent written and verbal communication.

· Excels at building string relationships with respect and commitment.

· Eagar to learn and implement new ideas. Quick Learner.
· Efficient Team Leader & Player, combining communication, interpersonal & problem solving skills with analytical, decision making and leadership capabilities to enhance organizational objectives.

Career Graph

· Working directly with CEO of the company and taking initiatives regarding Organization Development.
· Taking care of all confidential data of company & employee related database.

· Interacting with employees and taking care of employee grievance.

· Looking after with all Recruitment process (Taking requisition, conducting interview, selection)

· Looking after Campus Recruitment.

· Responsible for new joinee process of new employees. 

· Taking care of HR Orientation.

· Responsible for full Exit Process.

· Involved in preparation & issue of various letters (Offer Letters, Appointment Letters, Confirmation Letters, Warning Letters & other Bonafide Letters).

· Conduct quality checks on new joining documents, personal file including background verification of new entrants.

· Vendor Management –Monthly Requirements

· Monthly salary calculation and processing.
· Employee time off, leave and absence management.

· Employee benefits and reimbursement management.
· Responsible for Women / disability policy.

· Write, review and maintain policies and manuals in accordance with current laws.
· Communicate and implement policy and procedure changes across organization.

· Monitor, manage and escalate issues and complaints.

· Maintain, Analyze and use employee data while maintaining confidentiality to make decisions for employee performance, compensation and benefits.
· Blogging at Company internal intranet & LinkedIn Group about the new initiatives in Companies.

· Responsible to prepare Company expense report monthly basis and sharing to CEO of the company.


General HR Activity (Joining to Exit)
· Responsible for in-house Recruitment for I.T/Non I.T positions. (Taking requisition, conducting interview, selection)

· Involved in preparation & issue of various letters (Offer Letters, Appointment Letters, Confirmation Letters, Appraisal Letter, Warning Letters & other Bonafide Letters).

· Conduct quality checks on new joining documents, personal file including background verification of new entrants.

· Maintain updated MIS reports, Attrition Data, HR MIS etc.

· Ensure prompt resolution of employee grievances/ issues aimed at maximizing employee satisfaction.

· Taking care of full Joining &  Exit Process.
· Follow up & align selected candidates to respective date of joining; manage non-technical/ technical induction formalities for new entrants.

· Taking care of Annual Appraisals in company.

· Involved in taking the employee rating from the department Managers and calculating for the Employee of the Month. 

· Responsible for hosting & organizing the company events like Annual Day, Family day and Managers Meet.

· Vendor Management – monthly requirements.

Policy Writing & Company Benefit Analyst 
· Event Management, organizing meetings, conferences.
· Cost control and ensuring timely implementation of the project.

· Responsible for maintaining Health / Life insurance /Accident related work in the company.  Updating the Policy on time and assisting employees about the query.
· Policy Writing and maintaining HR Manual as per the update by upper management every month.
· Maintaining the Leave Policy and updating the Leave system monthly basis and providing the accurate leave data to the accounts team for the Salary calculation. 

· Organizing & Coordinating the Managers Meet every month for the regular update of all department along with the higher management team.

· Taking care of Company policy updating as per the Company head quarter (Japan).
· Planning and preparing monthly reports pertaining to finance required for maintaining office infrastructure and facilities.

· Blogging at Company internal intranet about the company new projects accomplishments. 

· Monthly salary calculation and processing.

· Employee time off, leave and absence management.

· Employee benefits and reimbursement management.

· Responsible for Women / disability policy and handling cases.

· Responsible for writing, review and maintain policies and manuals in accordance with current laws.

· Communicate and implement policy and procedure changes across organization.

· Monitor, manage and escalate issues and complaints of employees.
· Maintain, Analyze and use employee data while maintaining confidentiality to make decisions for employee performance, compensation and benefits.

Training & Development
· Follow up & align selected candidates to respective date of joining; manage non-technical/ technical induction formalities for new entrants.

· Acting as a Training Coordinator in organization & taking care of all Annual Training Plan.

· Working according to CMMi Level 3 Training requirements – preparing monthly Training Matrix, Update Training Calendar, Taking New Training Request, Scheduling Internal / External Training.

· Responsible for getting the updated Skill Matrix from all Team Heads to identify the Training Gap & accordingly get the training requirement approval to schedule the same.

· Working on ISO 20000 – ISRM (Information Security & Risk Management) and participate in internal/ external training audits, NASSCOM & ISO Audit of the company.

· Maintaining & updating the Skill Matrix data of whole company.


· Looking after with all Recruitment process (Taking requisition, conducting interview, selection)
· Also involved in Campus Recruitment.

· Involved in preparation & issue of various letters (Offer Letters, Appointment Letters, Confirmation Letters, Warning Letters & other Bonafide Letters).

· Conduct quality checks on new joining documents, personal file including background verification of new entrants.

· Participate in internal/ external NASSCOM Audit of the company.

· Organize various organizational events like Annual Day, Family Day & etc.
Education

· MBA (HR & IT), AMITY University, Noida, 2009 
· BBA (HR, Sales & Marketing), Apeejay Institute of Management and Technology, Greater Noida, 2007
Computer Proficiency

· MS Office, Outlook, Excel, Word, PowerPoint, Paint 
· Photoshop – Designing 
· Programming - HTML & CSS 5

· Platform: Windows Xp / 7 / 8
· CRM Software for Database Management

· Microsoft Calendar Management 
Date of Birth: 17th July 1987
References Available on request
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Morningplum Healthcare India Pvt Ltd

Sr. HR Executive, Mar 2014 to Jan 2015 (10 months)





Yamaha Motor Solution India Pvt Ltd

HR Executive, Sep 2010 to Mar 2014 (3.6 Years)





Hytech Professional India Pvt Ltd

HR Executive May 2008 – Jul 2010 (2.2 Years)
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