


Sapna
Mob: +918826981751
Email: sapnatasud@gmail.com
Objective in Organization

To secure a position where my hard work, dedication and the ability to take on new challenges can be used And to Have an impact on the organization by utilizing my experience and skill to the fullest taking the job with the sense of responsibility and making contribution to attain the objective of organization.

           Professional Careers (2.5Y)


Nysaa Retail Private Limited (1India Family Mart), Delhi as HR Executive from Sep-22 to till date
Responsibilities:

· Working as a HO- HRBP.
· Manage Recruitment and selection of all new employees and contract staff.
· Sourcing the candidate’s through various online Portal (Naukri.com, LinkedIn, Associate reference and campus etc.)
· Screening of the candidates.
· Coordinate with the Business Head for the final round of the shortlisted candidates.
· Manage end to end Recruitment for Retail Store including sourcing strategy; interviewing; reference checking; making offers to candidates; driving and delivering induction training.
· Facilitating new employee joining & induction process by completing the documentation as per checklist.
· Coordinating for printing of ID Cards &, issue of Medical Cards & assets as and when required.
· Taking the new joiners for an office tour.
· Coordination for Bank Account opening.
· Coordination with the IT team for creation of email id, configuration of laptop and phone.
· Following up with the respective supervisors for the probationary, confirmation and annual appraisals and alerting the reporting manager as and when needed.
· Maintaining and updating the appraisal tracker to ensure that movement of all forms is recorded.
· Facilitating in issuing annual increment/salary moderation letters/appreciation letters/ other communication.
· Facilitating in the recruitment process by posting new openings in job portals like Naukri.com/school website/internal referrals/consultants.
· [bookmark: _GoBack]Scheduling the interviews, coordinating the interview and interview feedback, processing the offer letter, preparing contract letters.
· Ensure medical check-up upon joining.
· Ensuring Police Clearance Certificate (PCC) at the time of joining.
· Keeping a record of current and expired contracts & renewal of contract.
· Documents to be collected and appointment letter to be issued.
· Handling monthly payroll basic data and leave application forms.
· Performs a wide variety of record keeping and payroll processing activities.
· Maintaining the personnel records/ files.
· Maintaining Employees attendance and leave records & giving strength/Employee Count vis a vis enrolled employee data as and when needed.
· To ensure smooth functioning of Biometric System & Biometric related responsibilities.
· Facilitating the end to end process of Exit related formalities like ensuring clearance form and exit process form/ Exit Interview form.
· Coordinating with other departments {Admin, Finance, and Credit & IT}.
· Handling BGV software for making entry for Back Ground Verification.
· Handling a Membership in POSH community.
· Sending Birthday Mailer.
· Handling complete GMC.
· Any other task / assignment or work assigned by the Management.

Worked as HR Executive in V2 Retail Ltd. located at Delhi (March 2021 to Sep 2022).



           Education:
· Graduation in (B.A PROGRAMME) from University of Delhi- 2015.
· D.EL.ED. Completed from IGNOU in (2019).
· Passed MA from IGNOU in (2022).


Technical Skill:
· Having knowledge of Advanced MS Excel Function such as All type of Lookup function, Sumifs, Countif, Countifs, and Logical Function Etc.
· Having good Knowledge of MS-Word and MS-Power Point such as Inserting picture in slide, create slide show with animation etc.



 Personal Details:
Father’s name	: Sh. Jeet Singh
Date of birth	: 28th, August 1996
Marital Status	: Single
[bookmark: _gjdgxs]Languages Known	: English, Hindi
Correspondence Address     : New Delhi-110061

Declaration:

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


Place: …………….                                                                                                                        
                                                                                                                                          ________________
Date: ___________                                                                                                           (Sapna)
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