Manisha Upadhayay 

E-mail: manisharawat728999@gmail.com





Contact no: 8766226595

House no: D-1127 / 1st floor /Gali no. 01,Humdard Nagar

Sangam, Vihar, South Delhi-110062 


OBJECTIVE

I am seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself

ACADEMIC QUALIFICATION

· B.A passed from Delhi University in 2017
· 12th passed from CBSE in 2014

· 10th Passed from CBSE in 2012

STRENGTS 

· Soft Spoken 

· Positive attitude towards work

· Hardworking and punctual 

COMPUTER SKILLS

· Basic knowledge of Computer.

· MS Word, Excel, Gmail, Power Point.

CURRENTLY WORKING EXPERIENCE 

· [image: image1.png]


Working   with   Joules to Watts Business Solutions Pvt. Ltd. Bangalore  Karnataka  As Consultant Talent Collaboration 9th June 2021 to Till Date (Permanent Work From Home) 

Joules to Watts Profile:

The shifting paradigms of today’s corporate world demand that businesses reinvent their Digital transformation strategy, Technology Experts with a strategic and proactive Solution management. JoulestoWatts delivers the best talent solutions, business and technology consulting with innovative models that address the industry. JoulestoWatts delivers client-focused, multi-disciplinary solutions to complex challenges and opportunities to achieve tangible and sustainable enterprise value through disciplined execution of tailored business strategies. 

Organization  :  Joules to Watts Business Solutions Pvt. Ltd.

 Designation   :  Consultant Talent Collaboration 

 Duration          : 9th June 2021 to Till Date.

Job Profile:-

Handling Non-Technical Recruitment , Middle to Senior level positions.
-Handling Onboarding & Off boarding presses.
-Responsible for full Recruitment cycle from sourcing to placing candidates through Sources like In-house Database, Job Boards, Referencing, Social Media etc. 
-Handling first round of telephonic Interview in order to judge the candidate's suitability for assigned roles.
-Handling online job portals like Naukri.com & Linkedin.
-Scheduling the interview of short listed candidates with the company. 
-Follow up on interview status and update candidate on the same. 
-Follow up with the selected candidates till the date of joining. 
-Involved in communicating offers to candidates, solving queries, counseling and negotiating with them over the phone. 
-Keeping track of responses and short listing profiles, maintaining internal database
I HAVE CLOSED BELOW PROFILE:-
· Societe Generale / Process Analyst-2 ,/ Chennai / 429000/- /C2H

· Societe Generale / Process Executive ,/ Chennai / 300000/-/C2H

· Societe Generale / Process Analyst-2,/ Chennai / 280000/-/C2H

· Societe Generale / Sr Process Executive ,/ Chennai /550000/-/C2H

· Societe Generale / Sr Process Executive ,/ Chennai /550000/-/C2H

· Societe Generale / Sr Process Executive ,/ Chennai /700000/-/C2H

· Societe Generale / Sr Process Executive ,/ Bangalore /600000/-/C2H

· Societe Generale / Sr Process Executive ,/ Bangalore /700000/-/C2H

· Societe Generale / Process Analyst-2      ,/ Bangalore /500000/-/C2H

· Societe Generale / Sr Process Executive ,/ Bangalore /520000/-/C2H

· Societe Generale / Sr Process Executive ,/ Bangalore /630000/-/C2H

· Societe Generale / Sr Process Executive ,/ Bangalore /250000/-/C2H

· Societe Generale / Jr Process Executive ,/ Bangalore /240000/-/C2H

· Societe Generale / Process Executive- 1,/ Bangalore /400000/-/C2H

· Societe Generale / Process Executive- 1,/ Bangalore /350000/-/C2H

·     Societe Generale / Sr.Process Executive/ Bangalore /600000/-/C2H

·     Societe Generale /Sr. Process Executive/ Bangalore /600000/-/C2H

·  Northern Turst  / Fee Analyst / Bangalore / 220000/-/C2H

·  Northern Turst  / Fee Analyst / Bangalore /220000/-/C2H

· Worked  with   Anil Agencies Pvt. Ltd , Okhla Phase-2nd South Delhi. As  HR Recruiter 8th Oct 2020 To June 2021

Company Profile : Established in 2002 , ANIL AGENCIES PVT. LTD. has made a name for itself in the list of top suppliers of Paper & Paper Boards , Paper & Paper Boards in India. The supplier company is located in New Delhi, Delhi and is one of the leading sellers of listed products.
ANIL AGENCIES PVT. LTD. is listed in Trade India's list of verified sellers offering supreme quality of Colored Paper Geltex etc. Buy Paper & Paper Boards ,Paper & Paper Boards in bulk from us for the best quality products and service.

Organization  :  Anil Agencies Pvt. Ltd.

 Designation   :  HR Recruiter 

 Duration          :  8th Oct 2020 To 8th  June 2021

Job Profile:-

· End to end recruitment process.(INHOUSE)
Handling all types of positions which requires to the company.
Good knowledge of Nukari, Monster, appna.com, workindia and Indeed portal.
Job posting.
All details Mailing to the candidates.
Files updated.
Making JD.
Contacting interviews.

· OTHER WORK:-
Attendance Management.
File's Management.
Office Management.
Handling wages salary management.
Mailing offfer letters.
Maintaining Employee Records.

PROFESSIONAL EXPERIENCE

· Worked   with   Proapical Infonet Pvt. Ltd . As  Recruiter Executive 9th Jan 2020 to Aug 2020.

(We are dealing with Education Sector in Pen India)

Organization  :  Proapical Infonet Pvt. Ltd .

 Designation   :  Recruiter Executive

 Duration          :  9th Jan 2020 to Aug 2020

Roles and Responsibility:

· Understanding  JD before Sourcing.

· Sourcing the profile from job portal as per the client requirement.

· Screening and short listing.

· Sending profiles for short listing or Interview Schedules before deadline as given by the client.

· Sending profile to the client for feedback.

· Client Co-ordination.

· Once shortlisted scheduling interview.

· Follow up with candidate till he attends interview and after interview.

· Once attends interview follow up with client about the feedback.

· Once he gets selected for the client collecting his documents and verifying them.

· Follow up the candidate till he joins and after

· Handling Technical & Non Technical Recruitment , Middle to Senior level positions.
-Responsible for full Recruitment cycle from sourcing to placing candidates through Sources like In-house Database, Job Boards,, Referencing, Social Media etc. 
-Handling first round of telephonic Interview in order to judge the candidate's suitability for assigned roles.
-Handling online job portals like Naukri.com & Linkedin.
-Scheduling the interview of short listed candidates with the company. 
-Follow up on interview status and update candidate on the same. 
-Follow up with the selected candidates till the date of joining. 
-Involved in communicating offers to candidates, solving queries, counseling and negotiating with them over the phone. 
-Keeping track of responses and short listing profiles, maintaining internal database 
I HAVE CLOSED BELOW PROFILE:-
NGO Education Sector /Employability Education Facilitator/Kalyan, Maharashtra (30,000/-)

NGO Education Sector /Trainer cum Counsellor/Virar, Maharashtra (25,000/-)

NGO Education Sector /Center Manager/Pune, Maharashtra (45,000/-)

NGO Education Sector / Trainer cum Counsellor /Noida, UP (22,000/-)

NGO Education Sector / Trainer cum Counsellor /Ghaziabad, UP (24,000/-)

NGO Education Sector / Mobilizer/Ghaziabad, UP (16,000/-)

· Working   with   Access Corporate Solution Ltd. As H.R. Recruiter 20th August 2018 to 8th Jan 2020

Organization  :  Access Corporate Solution Pvt. Ltd.

 Designation   :  HR Recruiter

 Duration          :  20th August 2018 to 8th Jan 2020

Roles and Responsibility:

· Understanding  JD before Sourcing.

· Sourcing the profile from job portal as per the client requirement.

· Screening and short listing.

· Sending profiles for short listing or Interview Schedules before deadline as given by the client.

· Sending profile to the client for feedback.

· Client Co-ordination.

· Once shortlisted scheduling interview.

· Follow up with candidate till he attends interview and after interview.

· Once attends interview follow up with client about the feedback.

· Once he gets selected for the client collecting his documents and verifying them.

· Follow up the candidate till he joins and after

· Handling Technical & Non Technical Recruitment , Middle to Senior level positions.
-Responsible for full Recruitment cycle from sourcing to placing candidates through Sources like In-house Database, Job Boards,, Referencing, Social Media etc. 
-Handling first round of telephonic Interview in order to judge the candidate's suitability for assigned roles.
-Handling online job portals like Naukri.com &Linkedin.
-Scheduling the interview of short listed candidates with the company. 
-Follow up on interview status and update candidate on the same. 
-Follow up with the selected candidates till the date of joining. 
-Involved in communicating offers to candidates, solving queries, counseling and negotiating with them over the phone. 
-Keeping track of responses and short listing profiles, maintaining internal database 
HIGHEST CLOSED BELOW PROFILE:-
· Flexible Packaging Company:-Manager BD/DGM/Dispatch-Noida, UP/ (36 LPA)

· Solar Company:-Head GM – Ahmadabad, Gujarat/(34 LPA)

I HAVE CLOSED BELOW PROFILE:-
· French Teacher-Gautam Nagar, Delhi

· Flexible Packaging Company:-Manager BD/DGM/Dispatch-Noida

· Automotive Industry:-Asst. Engineer/Final QA/Sr. Engineer-Mansard, Haryana

· Heavy Industry (Building Martial Division):-Sales Engineer -Noida

· Automotive Industry:-Asst. Engineer/Final QA/Sr. Engineer-Mansard, Haryana

· Flexible Packaging company:-/ Officer/Dispatch-Haridwar

· Automotive Industry:-Asst. Engineer/Design/Sr. Engineer-Sohna, Haryana

· Heavy Industry (Building Martial Division):-Sales Engineer –Ghaziabad, UP

· Flexible Packaging company:-DM/Costing-Mumbai

· Flexible Packaging company:-AM/Sales –Noida, UP

· Flexible Packaging company:-/ Jr. Engineer/ Operator-Malanpur, MP

· Flexible Packaging company:-/ Sr. Officer/ Costing-Haridwar

· Flexible Packaging company:-/ Officer/ Dispatch-Haridwar

· Flexible Packaging company:-/ Jr. Engineer/ Operator-Jammu

· Automotive Industry:-Asst. Engineer/QA/Asst. Engineer-Mansard, Haryana

· Cement Industry:-Sr. Officer/Sales, Gwalior, MP

· Cement Industry:-Sr. Officer/Sales- Banaskantha, Gujarat

· Flexible Packaging Company:-System Administrator (Officer Level) -Mumbai

· Heavy Industry:-Manager Design, Kolkata

· Heavy Industry:-Design Engineer, Kolkata

· Flexible Packaging Company:-First line Operator, Jammu

· Cement Industry:-Sr. Officer/Sales, Ajmer, Rajasthan 

· Flexible Packaging Company:-First line Operator ,Jammu 
· Heavy Industry:-BMD-Sales & Marketing -Indore

· Heavy Industry:-BMD-Sales & Marketing –Pune

· Flexible Packaging company:-Junior Engineer-Gravure Printing –Malanpur, MP

· Flexible Packaging company:-Junior Engineer-Gravure Printing- Malanpur, MP

· English-Teacher- Gautam Nagar, Delhi

· Kathak Dance Teacher- Gautam Nagar, Delhi

· Nursery Teacher- Gautam Nagar, Delhi

· Automotive Industry -Asst. Engineer-Product Design-Sohna, Haryana

PERSONAL DETAILS

Husband Name 
Mr. Sourav Upadhayay 

Gender
Female 

Marital Status 
Married

Date of Birth
1st Jan 1996

Language Known
Hindi & English 

Nationality 
Indian

DECLARATION

I hereby declare that all the information above mention is true to the best of my knowledge and belief            










(Manisha Upadhayay )
