Shivendra kumar
Sr. Executive HR
Email: shiv11.nip@gmail.com,  Mobile: +91-7503953878
Current Location: Delhi
	


Career Goal
To excel in my profession by increasing the sphere of my knowledge, improving the quality of work through experience, constantly redefining my skills and building a mutually beneficial association with the organization to pursue my career aspirations.
PROFESSIONAL SNAPSHOT 

· 3 years of experience as Human Resources & Administration professional.   

· Good Understanding of the portals like Naukri & Monster.

· Involved in the recruitment process for middle & senior level.
· Involved in compensation management.

· Involved in induction of new joiners, performance assessment, grievance handling.
· Good communication skills, self-motivated, enthusiastic to acquire knowledge and positive approach for doing things better.

· Quick adaptability for varied work environment.
· Inter-personal skills along with ability to interact with individuals at all levels.
PROFESSIONAL QUALIFICATION
· PGDBM in 2007 from School of Management Sciences with specialization in HR securing 65.75% marks.
Higher Education

· M. A. – Economics in 2009 from VBS Purvanchal University privately securing the gold medal with 65.60% marks.
Basic Education
· Bachelor of Sciences (PM) in 2003 with 59.00% marks.
· 12th From U.P. Board in 1998 with 57.80% marks.
· 10th From U.P Board in 1996 with 62.50% marks.
IT SKILL SET
· DCA (B+), Sterlite Foundation, Mumbai

· CCIT (B+), ACTS, Pune

· Proficient in computer applications such as MS-Office & Internet.
· Basic knowledge of computer.

WORK EXPERIENCE 
Organization- Nippon Data Systems Ltd., New Delhi 
Jul 2008 to till date

Designation- Sr. Executive HR 
Job Profile
Recruitment & selection.

· Job Portals & references

· Taking Interviews

· Profiles handling- IT

· Employees Orientation

Responsible for managing the Overall Employees Life-Cycle.

· Employee life-cycle – Pre-arrival, Arrival, Hiring

· Induction session Of new Joiners

· Responsible for joining formality of New Joiners.

· Responsible for issue appointment letter.

· Attendance Compilation.

· Salary Calculation & Bonus Calculation.

· Responsible for Annual performance Appraisal.

· Tenure, Full & Final Settlement & Termination, Grievances & Exit interviews.

· Organizing training as and when required.
· Employee engagement program like organizing festivals, birthday & Anniversary functions & health check up camps in the company.
Employee Helpdesk Management / Employee Relations.

· Employee Orientation & communication Program (EOP & ECP).

· Preparing & coordinating Induction for new joining

· Employee benefits & Admin. , Compliances- ESIC, PF, Medical & Leave etc.

· Coordinate with employees to understand their problems.

Other functions.

· Working in coordination with manager for the up gradation of Policies.

· Payment Follow-up.

· TDS Calculation.

· Maintaining Data for outsourced employees

· Leave Management Systems (LMS) 

Organization- Global Consultants, New Delhi, 
Sept 2007 – june2008 
Designation- Recruitment Executive 
Job Profile
· Job Portals & references

· Mailing Job Descriptions

· Finding information  from replies
· Calling candidates for lining up interviews

· Taking Interviews

· Profiles handling- IT

Organization- Suryoday Sarvangin Vikash Parishad 
July 2003- May 2005
Designation-  Program Coordinator
Project-
Targeted Intervention among MSM (Eunuchs) Community (T.I.MSM) with the collaboration of National Aids Control Organization under the supervision of Bihar State Aids Control Society. 
Job Profile




· Making eunuch aware about deadly disease AIDS by conducting one to one sessions with them.

· Coordinating with a team of 10 members for the same.

· Conducting various awareness programs like road shows and awareness campaigns.

·  Preparing reports and delivering presentations

OTHER ACTIVITIES                                                   
· A book of poems has been published, one more is in process.
· Presented paper titled “Material Sciences in Reciting Mantras” in “2nd World         Congress  on Vedic Sciences” held at BHU, Varanasi.
· Competed 5S (Workshop Management) conducted by JMAM.
· Participated in the event “Mock Parliament”, bagged III prize.
· Participated workshop on “Creative Advertising”.
· Attended vocational training at BHEL Hardwar, conducted research on “Man Power Planning”; got “Letter of Exception”.
· Presented paper named “Beyond 4Ps” at national conference on “Indian 
Rural Markets : Oppertunities & Challenges”.
· Participated national conference on “Web Intelligence”.
· Presented paper titled “Knowledge Management Through Technological Initiatives” at national conference “Knowledge Management : A Strategic Business Tool”.
· Participated national conference & workshop on “HR Management: Expanding Roles”.
· Won state level debate competition organized by UP Police for “The cooperation of the society is a must for the formative policing”.
sports ACTIVITIES
· Led cricket team for my district Bhadohi
· Won Gold for Badminton singles in state level inter-collegiate competition
· Won Silver for ten kilometers race at college level 
Civil Statistics
Father’s name:

Sri Suresh Chandra Ambasht

Mother’s Name:

Smt Sarita Ambasht
Date of Birth: 


11th Feb 1981
Marital status: 


Single
Ready For relocation:
Anywhere in india
Address


c/o Mr.Amit Kumar



504, Richmond Park
Sec-6, Vasundhara, Ghaziabad
E-mail 


shiv11.nip@gmail.com
Mob : 


+917503953878
Languages

Hindi: Read, Write & Speak
English: Read, Write & Speak
References  will be provided when asked.
Date : 









      Shivendra
