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DLF, New Town Heights, Sector- 86
Gurgaon, Haryana- 122001
Mobile No- 9818411525                    
 E-Mail id:  sumipandey27@gmail.com
SYNOPSIS

· A result oriented professional with 6+ years of rich experience in HRM Functions.
· Proficient in interacting with management and staff from all concerned Departments.

· Excellent relationship management skills with employee & Management.

· Currently working with Sun star Precision Forge Ltd. As Sr. Executive -HR.
Qualifications
        Year 2005                     MBA – (MHRM & IR)                     Lucknow University (IMS), Lucknow                                64 %

        Year 2003
BSc 
(Bio)                                   Avadh University, Faizabad, UP                                          59 %

        Year 2000
                12th                                                     VPIC, NTPC-Tanda                                                                  60%

        Year 1998

10th                                                    VPIC, NTPC-Tanda                                                                   57%  

Experience Summary:-
Sunstar Precision Forge Ltd. - (April’ 18- Till date)

Designation: Sr.Executive- HR
Company Profile: Manufactures auto component and forging machine parts like- Break, Engine, Suspension, Transmission and supplies international & domestic clients like JCB, Trellebrog and Graziano.

Caparo Maruti Ltd. - (Dec’ 12 – Sept.-14)
Designation: Executive- HR (Corporate Office)
Company Profile: Caparo Group, a UK based diversified conglomerate, is a world-leader in the manufacture and supply of sophisticated steel and engineering products. Headquartered in London, Caparo’s global operations are spread across over 60 sites in the UK, India, Spain, North America, Canada and Dubai and employ more than 6000 associates worldwide. Its exhaustive product portfolio comprises of steel tubes, aluminum die-castings, sheet metal pressings, steel pressings, steel bars and wires, auto fasteners, forgings, hand tools and engineering products custom-made for the world’s leading automakers and engineering companies. 
Han Sung Metal Pvt.Ltd. (Nov’ 09 – April-12)
Designation: Executive- HR 
 Company Profile: Manufactures/Exporters/Wholesale suppliers of AC products, cluster pipe, Copper tubes, electric steel tubes, fuel system                    

Makino Auto Industries (Jan’ 06 – Octo-09)
Designation: Executive- HR 

Company Profile: Makino Auto Industries manufactures automotive clutches & Breaks for Two, Three wheeler & auto parts for OEM Yamaha, TVS, and Bajaj. It is ISO/TS-16949 certified company. 
Role & Responsibilities: 
RECRUITMENT & SELECTION:-  
· Designed and implemented recruitment strategy on external and internal sourcing from Junior to Senior Level Employees, Handling complete recruitment cycle i.e. from Manpower Planning till hiring of the suitable candidate.

· Attracting talent through employee referral scheme, job portals (Naukri.com & Timesjob.com) consultants, walk‑ins and headhunting etc, to optimize recruitment cost. 
· Handled recruitment process (screening, coordinating technical tests and interview, closing and final joining of candidates cross checking experience of candidates etc.) independently.
· Working out Job Profiles, Role and identification of Competencies.
· Involved in computation of salaries as per company norms.
· Conducting interview through CBI (Competency based interviewing) & finalizing the panel & ensuring successful hiring.
· Negotiating offer package with the prospective candidates keeping in mind the norms of the company.

· Generating HR MIS weekly & monthly.
           .

JOINING & INDUCTION:-  
· Managing & analyzing the complete recruitment cycle & induction.
· Completing pre-joining and joining formalities

· Taking care of Induction and special functional induction for all Sr. Managers and above employees. 

· New joining induction, joining formulating and maintain employees records and files.
· Distributing appointment letter /Promotion letters / Increment Letters to the Team members.                                                                                                                          

TRAINING & DEVELOPMENT:-  

· Identified of training need Through Competency Mapping (Staff level) & Skill Mapping (Associates level).
· Determining standard competence level for each position.

· Performing Gap analysis by standard vs actual.
· Coordinating the training programs in matters in matters of fixing the venue, correspondence with the faculty and participants. 
· Compiling of Training Need Identification (TNI) and maintain training calendar, Training attendance sheet and feedback forms.
· Evaluate Training effectiveness, Enhance competency level of staff & workers.
· Coordinate with employee for training feedback and knowledge sharing programme.
· Assist in the execution of training requirement as per TS- 16949 standards.
· Preparation of training MIS.
PERFORMANCE MANAGEMENT:-  
· Coordination with departmental HOD, s regarding performance Appraisal system.
· Setting up KRA, s at the beginning of Appraisal cycle.
· Setting Goals and objectives as per company policy.
· Evaluating the performance through KRA & KPI.
· Doing Gap analysis by standard vs actual.
· Communication with employees their performance results.
EMPLOYEE ENGAGEMENT / RELATIONS:- 
· Managing welfare measures, HR- Management initiatives, employee get together, team building activities etc. to enhance motivation levels, productivity and relationship building. 
· Devised monthly Reward & Recognition system.
· Complete taking care of Employee engagement activity like –Birthday celebrations, Wedding Anniversary, Slogans, Annual Day activities.
· Group Annual Day/ Family Day/Children Day celebration and get together.

· Coordinating Joint Committee meeting, Safety committee and Firefighting, Canteen committee meeting, suggestion scheme, motivational scheme etc.                                                                                                                        

· Labor Welfare activities as Uniform, Canteen, Mediclaim, Medical Check-up etc.
PERSONNEL FUCTION/OPERATIONS:- 

· Salary & Wages management.
· Responsible for Time Office Function like –Attendance mgt, Leave, absent sum, overtime and other salary related activities. 
· Handling employee’s grievances & maintaining discipline, creating harmony relation between employees & employer.
· Maintain MIS monthly & quarterly basis.
· Medical Check up of Staff & Workers, Welfare planning activities.

· Conducting Exit Interview with tact and maturity & analyzing the feedback points for continuous improvement of the organization.
NOTABLE ATTAINMENTS:-
· Taken initiatives of Employee Engagement Activities.

· Designed HR formats like- Manpower Requisition Form, Interview form, Interview Panel Evaluation form, Induction form, Training activities form (Competencies Mapping & Skill matrix, Trg. Calendar etc.), Performance Management System  Suggestion scheme , Welfare activities  and  other regular HR activities.

· Successfully completed TS-16946 as per standards. 
Exit Process:-
· Conduct, document, and analyze exit interviews. 

· Handled the issue by giving warning through verbally or written (issuing warning letter) till termination of employees due to continuous absenteeism, no prior intimation before taking leaves, lack of ownership & responsibility etc.

Seminars/Training Attended (Industrial Visit & Attended Training)
· Comparative study of Indo Gulf Fertilizer Ltd. & BHEL, Jagdishpur.

· Comparative study of Karnataka Milk Federation Ltd. & MICCO, Bangalore.

· Study of Consumer services in NTPC, Tanda.
· Trainings like- MS Office, 5S, ISO, TS-16949, and Team Building. 
· To evaluate the skill matrix of employee in Motherson Sumi System Limited (MSSL), Noida in June, 2004
Growth Path
1- Sun Star Precision Forge Ltd. -          April 2018 to Till date                              - Sr. Executive- HR
2- Caparo Maruti Ltd.-                          Dec 2012 to Sept 2014                               -  Executive- HR
3- Hang Sun Metal Pvt.Ltd -                  Nov 2009 to April 2012                             -  Executive- HR  
4-   Makino Auto Industries Pvt. Ltd. -      Jan 2006 to Oct 2009                               - Executive – HR 
Personal Details
Date of Birth

: 1st, May 1982
Gender


: Female
Nationality

: Indian

Marital Status
 
: Married

Languages

: English, Hindi 
Current Salary               : 37k inhand 
Expected                       : Negotiable 
Location                       :  Gurgaon

Permanent Address       :  Lucknow- UP

Present Address            :  Sec- 86, Gurgaon

Notice Time                  :  15 days

Date:
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