
SONALI SAXENA

Email ID- saxena.sonali2406@gmail.com

Contact No- 8448103161/ 8448819927


Career Objective

To secure a challenging position that utilizes my experience and learning’s, while allowing me the opportunity to grow professionally.
Education


	Qualification
	Board/University
	Year of passing
	School/college
	Percentage/ CGPA

	SSC
	CBSE Board
	2016
	SKV No.1 New Delhi
	76%

	HSC
	CBSE Board
	2018
	SKV No.1 New Delhi
	82%

	
	
	
	
	

	      B.Com
	Delhi University
	2021
	Bharti College (DU)
	74.14%

	
	
	
	
	

	MBA (HR)
	Amity 
	2024
	Amity University
	---
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Experience

Unique Job Solutions, Janakpuri, New Delhi

Human Resources Executive | Sep. 2019 – May 2021

· End to End Recruitment.
· Having good exposure of working with BPO, Travel, IT, BFSI and Pharmaceuticals Industry for PAN India.
· Mid- Sr. level hirings
· Salary Negotiation.
· Briefing offers to the candidates.
· Maintaining the documents of selected candidates and processing to HR
· Follow up with the selected candidates for joining.
· Coordinating with corporate HR over emails or phone calls for openings and filling the vacancies in Business TAT.
· Knowledge of job portals like Naukri, Monstor.com and worked on social professional network LinkedIn.
· Ensuring hiring is done within the set budgets for all the process.


· 


· Maintaining and sharing sourcing report on daily basis.
· Well versed in Job Posting, Mass Mailing, sourcing and screening of CV’s from Job Portals and other reference channel.


  Square Yards- Real Estate, Rajendra Place, New Delhi

  Talent Acquisition Executive) -   June 2021 to Oct. 2021

· 5 years of experience in end-to-end recruitment across IT and non-IT industries.
· Handle 80% recruitment and 20% generalist tasks, ensuring smooth HR operations.
· Proficient in job posting, candidate screening, and pitching across various platforms.
· Collaborate with senior managers to identify and fulfill hiring needs.
· Manage the scheduling and arrangement of interviews (face-to-face and video) at Pan-India levels.
· Conduct preliminary and second-round telephonic interviews; lead first-round face-to-face interviews and profile explanations.
· Efficiently manage recruitment portals, emails, and records specific to each company.
· Oversee the complete onboarding process, including documentation, team handover, seating arrangements, IT setup, email creation, and biometric code generation.
· Generate offer and appointment letters; maintain accurate daily reports and data records.
· Ensure seamless candidate addition to the portal and manage the entire joining process. 

Ojas Softech Pvt. Ltd. (Astrosage.com) – Noida, UP

HR Entrepreneur – Oct. 2021 to May 2022
|
Sr. Executive -HR - May 2022 to Present 
· Managed 60% recruitment and 40% generalist HR responsibilities, leading a team of 4 recruiters to successfully recruit for both IT and non-IT roles.
· Achieved bulk hiring goals with up to 50 joinings in a month, demonstrating exceptional multitasking and organizational skills.
· Conducted initial and final interview rounds with managers and directors, ensuring the selection of top candidates.
· Led salary negotiations, generated offers, and streamlined joining formalities, including documentation, portal updates, and coordination with the admin department for IT setup and induction.
· Expert in KEKA HRMS and CLICKUP apps for efficient HR operations and project management.
· Handled employee queries and grievances effectively, ensuring clear communication of policies and prompt resolution of issues.
· Collaborated with all departments to align HR strategies with organizational goals, fostering strong cross-functional relationships.
· Developed job descriptions, conducted referral hiring, and managed stakeholder relationships to support strategic recruitment efforts.
· Maintained daily and monthly reports, assisted in team meetings with directors, and supported new policy development and performance analysis.
· Oversaw the entire employee lifecycle, including induction, onboarding, training, and exit processes, while maintaining a positive organizational culture.
· Managed attendance, employee engagement, and conflict resolution, ensuring a productive and harmonious workplace environment.
· Organized and led walk-in interviews, contributing to ongoing talent acquisition and workforce planning efforts.
· 
· Awards and Achievements

· Awarded as Best Performer of the Month - UJS
· Awarded as Best Punctual Person from FEA
· Employee of the Month – Square Yards.
· Best Performer - Ojas Softech Pvt. Ltd.

Hobbies

Interacting with new people Reading Books
Sports Social Sites
   Dance

Technical Skills

Basic Knowledge of Tally. 
MS-Word, MS- Excel
(V lookup, H lookup, pivot table, PPT)
Typing Speed 32-35 wpm


Languages Known

English & Hindi


Other Skills

Quick Learner Adaptive Optimistic

Personal Details

Name: Sonali Saxena
Father’s Name: Anil Kumar Saxena
Address: West Sagarpur, New Delhi – 110046.

I hope my qualifications and skills would meet your requirements and I wish to serve your prestigious organization.
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