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Professional Summary:
· With over 2 years of experience in the human resources industry, I recently served as a Human Resources and Operations Manager at Tutcart.com. In this role, I managed all facets of HR functions, including talent acquisition, employee relations, and performance management.
· My experience encompasses driving strategic growth, optimizing operational workflows, and fostering a dynamic, inclusive work environment.
· Previously, I served as an Associate Consultant-IT Recruiter, specializing in Technical Hiring, Technical Recruitment, and Leadership Hiring at Neerinfo Solutions.
· With a keen eye for identifying and attracting top-tier professionals, I leverage my expertise in recruitment and talent acquisition to build high-performing teams that consistently exceed expectations. 
· Specialties: Human Resource and Operations Management, Talent Acquisition, Employee Relations, Training & Development, Performance Management,  Recruitment, Talent Mapping, Leadership Hiring, Technical Hiring and Relationship management.
· Verticals: Information Technology and Services, EdTech, BFSI, CMT/CME, Manufacturing, Telecom, PSU, Life Sciences, Hi-Tech, Oil & Gas Utilities
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Work Experience:

Human Resource and Operations Manager
Tutcart.com, ROFL Technologies Pvt Ltd
Delhi,  May 2024- July, 2024
Role and Responsibilities:
· Talent Acquisition: Recruiting the best talent across diverse job roles, handling end to end recruitment cycle; right from sourcing to onboarding.
· Employee Relations: Handling employee grievances, developing and implementing policies and procedures to foster a positive work environment.
· Training and Development: Organizing and conducting training sessions to enhance employee skills and knowledge.
· Performance Management: Designing performance appraisal systems, conducting performance reviews, providing feedback and coaching. 
· Compensation and Benefits: Developing and administering competitive compensation and benefits packages; conducting salary surveys, managing payroll and employee benefits enrollment processes.
· Office Management: Overseeing office logistics, inventory management, and day-to-day administrative tasks.
· Process Improvement: Identifying, developing, and documenting standard operating procedures (SOPs) to ensure operational consistency and efficiency.
· Vendor Management: Managing relationships with vendors and overseeing technology infrastructure and project management.
· Team Dynamics: Ensuring effective team dynamics and managing both product and people to drive organizational success.
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Associate Consultant (Recruiter, Talent Acquisition)
Neerinfo Solutions
Noida,  March 2022- March 2024
Role and Responsibilities:
· Responsible for end-to-end recruitment cycle of the business unit conducting strategic planning, attraction, sourcing, selection, and conversion of candidates for both specific requisitions.
· Building a diverse pipeline of highly skilled resources with preparing an ideal candidate slate within an appropriate and consistent timeline.Identify prospective candidates; build out profiles in our database.
· Full-Cycle Recruitment: Managed the complete recruitment process, including sourcing, pre-screening, validating, profile submission, interview scheduling, and offer closure.
· Executive Search and Talent Mapping: Conducted company and talent mapping exercises to identify and recruit senior executives, focusing on executive search and leadership hiring.
· Effective Networking and Sourcing: Utilized a variety of networking methods—such as internet sourcing, direct mailing, LinkedIn, industry contacts, and job portals—to reach and attract top candidates.
· Select and qualify candidates based upon skill, cultural, and motivational fit, utilizing behavioral based approach and screening criteria. 
· Account management & partnership approach with internal & external stakeholders, manage customer expectations & thereby establishing effective working relationships.
· Build relationships and collaborate with senior leadership and hiring managers to understand hiring needs and team goals.
· Expertise in recruiting passive candidates by profiling, assessing chemistry, and understanding their motivations, rather than just selling the role.
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Internships: 
Human Resource Internship || Youth India Foundation (January 2021 to April 2021)
· Managed Recruitment and HR Records
· Networking and Organizational Promotion
· Career Progression and Leadership Roles
· Team Collaboration and Documentation Management

Marketing Internship || Outlook Publishing (April 2021 to June 2021)
· Product learning and Customer Relationship Management
· Product and Brand Management
· Digital Marketing and Advertising

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Education:

· Post Graduate Diploma in Management || Human Resources and Marketing 
Apeejay School of Management, New Delhi (2020-22)
· Bachelor's in Technology || Computer Science Engineering 
Maharaja Surajmal Institute of Technology, New Delhi (2015-19)
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Core Competencies:
· Recruitment and Technical Hiring: End-to-End Recruitment and Talent Management
· Talent Acquisition and Leadership Hiring.
· Employee Relations, Project Management, Compensation and Benefits
· Training and Development, Performance Management
· Fostering Team Dynamics and Managing Product and People
· Communication, Adaptability and Time Management
· Networking and Collaborative Teamwork
· Technical Proficiency: MS Office Suite (Word, PowerPoint, Excel), Outlook, Teams.
· Project Management Tools: Trello, JIRA,
· Job Portals: Naukri, Indeed, LinkedIn, Wellfound, Monster.
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _


