                          Nidhi Sharma                 
E-Mail Id: nidhi.sharma.0924@gmail.com
Phone No.: +919654105704
        Seeking assignments in Human Resource & Administration Related Functions in a reputed organization. 

                                                                 
              Work Experience
1. Working with AMAG Infrastructures Pvt. Ltd. as Senior HR & Admin from Jan 2017 till date
Notice period: - Available to join in 15 days to 1 Months

Job Description: 

A) Recruitment &Selection & On-boarding Process

 1. Manage new employee relocation by determining new employee requirements. 

2. Builds good contacts with Manpower Consultancy firms for filling new positions. 

3. Running Employee Recommendation Scheme.

4. Manage Interview Scheduling of all candidates then taking initial interviews, written, technical, managerial and other related rounds. After completion of all rounds we need to select final candidates for final round and last HR Round with salary negotiation round. 

5. Managing On-boarding process at the time of Joining of New Candidate for which we need to fulfill all the joining formalities like- collecting all the necessary credentials, form filling, Employee Professional Email Id creation, issuing laptops, SIM and other related gadgets.

 B) Handling Payroll Process 

1. Leaves and duty roster management as per the norms. 

2. Give advances, Loan and adjustment of the advance and loan in the salary.

3. Salary preparation, implementation and distribution.
4. Completion of handling Salary related issues within a week after salary distribution.
C) Performance Appraisal 

1. Yearly appraisal has been done on MBO basis and Rating scale basis.

             2. Designing and implementation of appraisal as per the rules within set duration. . 

3. Follow ups with each department and with employees individually and screen out the outcome. 

4. Preparation of increments, promotions, training, retrenchment and other related process. 

D) Grievance Handling and other Administration Work 

1. Handling all the grievance related issues of all Employees on daily basis and close it with their possible solutions within 2 working days. 

2. Handling Vendors management by solving query related with their bill clearance, bank transfers etc. 

3. Managing proper administration and issuing Memos, Notices, Warning Letters etc.. 

4. Monitor the availability of accessories and stocks and carries out local procurement.
E) Exit Interview & FNF process with all final documentation.
2. Worked with bookmypacket.com  (Gurgaon) as Sr. HR & Admin Exe. from October 2015 till February 2016
Job Description:

1. Overall Recruitment & Selection process.

2. Induction programme.
3. Leaves and duty roster management on daily basis.

4. Handling payroll process both on-roll and off-roll. (on software). Handling more than 100 employees are on-roll payroll, and more than 300 employees on off-role. Final distribution, record and reconciliation of salary.
5. Exit interviews and FNF done with all related exit formalities.

6. Handling Employee database (both software and hardware).
7. Handling performance Appraisal process. (quarterly basis). Preparation of increments, promotions, training, retrenchment and other related process as per the appraisals outcome.   
8. Grievance Handling
9. Identifying training and development needs within an organisation through job analysis, and regular consultation with directors and departmental managers.
10. Controlling the peripheral Branches across India.
11. Support in settlement of travel expenses, vendor bill claims etc. Support in finding and negotiations with vendors. 
12. Monitor the availability of accessories and stocks and carries out local procurement
13. Handling Administration part on daily basis.
3.   Worked with R.P Green Estates (P) Ltd. (Lucknow) as HR & Admin Executive from November 2012 till December 2014
Job Description:-

1. Builds and maintain Employees strength in each branch as per requirement  by different recruitment methodology like Campus Recruitment Drive in Management or Graduate colleges for campus placement, employment agencies, advertisements, Employee reference Scheme, job portals like naukri, timesjob, shine, indeed and other social sites like facebook, linkedin etc. by providing Job information & opportunities.

2. Improves organization attractiveness by recommending new policies and practices; monitoring job offers and compensation practices; emphasizing benefits and perks.

3.  Manages intern program by conducting orientations; scheduling rotations and assignments; monitoring intern job contributions; coaching interns; advising managers on training and coaching.
4. In case of resignation and termination, check all the dues. Completion of paper works and Clear all dues and make final settlement.

5. Handling Employee Database (Both in Soft Form and Files Management). Handling more than 150 employees are of sales, admin dept., drivers, cleaning staff, site labour and more than 50 brokers.
6. Leaves and duty roster management as per the norms
7. Preparation of Salary for Sales (on target basis) and other managerial, executive and clerical staff, Give advances and adjustment of the advance in the salary. Final distribution, record and reconciliation of salary.
8. Identifying training and development needs within an organisation through job analysis, and regular consultation with directors and business managers.
9. Designing training and development programmes based on both the organisation's and the individual's needs. Producing training materials for in-house courses. Managing the delivery of training and development programmes as per the SOP. To upgrade the existing standards through Intensive trainings. Monitoring and reviewing the progress of trainees through feedback forms , pre and post test s and on the basis of that skill matrix to be prepared.
10. Yearly appraisal has been done. Designing and implementation of appraisal as per the rules. Preparation of increments, promotions, training, retrenchment and other related process.  
11. To develop and maintain administrative systems and procedures to provide administrative support for Company projects. Have proper focus on promotional and marketing department for promotion and branding and help them in negotiating with vendors and give guidelines in other promotional activity to promote our projects and enhancing our sales department. 
12.  Monitor the availability of accessories and stocks and carries out local procurement. 
13. Support in settlement of travel expenses, vendor bill claims etc. Support in finding and negotiations with vendors. 
14. Proper monitoring over other branches and sends all possible admin support to them to get work done. 
15. Support the HR Executives and other departmental managers in researching and developing existing and new policy and procedures. 
16. Grievance Handling on daily basis as per requirement.
17. Handling transportation and vehicle management. 
18. Controlling the peripheral Branches and other administration work.
4.  Worked at Radix Education Institute (lucknow) as a Center Head from September 2011 till November 2012.

Job Description:-

1. Handling Academic Cell

2. Management of Employee Database (Both in Soft Form and Files Management)

3.  Leaves and Attendance Management

4. Training management.

5. Administration Handling

6. Grievance Handling

7. Controlling and handling the other centers.

8.  Handling and controlling the administration work.

9. Design work Schedule.

10.  Implementation of the schedule

11. Handling R & D department.

12. Handling and managing content development department.

5. Worked at RML Pathology Pvt Ltd (lucknow) As a HR Generalist Profile from June 2010 till September 2011.

Job Description:-

A) Pay Roll Handling:-

1. Joining formalities.
2. Handling Employee Database (Both in Soft Form and Files Management)
3. Leaves and Attendance Management

4. Managing advance Salary, incentives and bonuses. 
B) Training and Development

a. Identifying training and development needs within an organisation through job analysis, and regular consultation with directors and business managers.
b. Designing training and development programmes based on both the organisation's and the individual's needs.
c. Producing training materials for in-house courses.
d. Managing the delivery of training and development programmes as per the SOP.
e. To upgrade the existing standards through Intensive trainings.
f. New Approaches and methods are to be used to improve the efficiency of training services offered.
g. Monitoring and reviewing the progress of trainees through feedback forms , pre and post test s and on the basis of that skill matrix to be prepared.
h. Ensuring that statutory training requirements are met.
C) Administration Handling

             1. Grievance Handling


2. Controlling and handling the peripheral centers also.


3. Handling and controlling the administration work.
D) Handling Appraisal:-

             1. Design Performance Appraisals Schedule
             2. Performance Management implementation

             3. Assessment 

E) Recruitment:-

1. Exit-Interviews
2. Full and Final Settlement.

3. Induction Progrramme

4. Training as per the requirement and schedule
F) Handling more than 120 employees are of technical staff, doctors, pathologists, radiologist, cleaning staff, admin staff, drivers etc.
Computer Proficiency
· Proficiency in Ms Office (Excel, Powerpoint, Ms word, Outlook)
· Internet Browsing
Academic Highlights

· 2020:    Pursuing M.A in Psychology (organisational & Industrial Psychology) from I.G.N.O.U (2020-22 batch).
· 2010 :   MBA (International Business & Human Resource) from Amity Business School, Amity University.
· 2006 :  BA (English, Sociology, Economics) from, Lucknow University.

· 2003 :  12th from Central Board of Secondary Education.
· 2001 :  10th from Central Board of Secondary Education.
Academic Project

Title:  Performance Appraisal in H.A.L

Description: It aimed to evaluate the Performance Appraisal System in HAL and its validity as a measure of an employee’s performance”.

Other Distinctions

· 2nd prize in All India Classical Dance Competition (Bharat Natyam) organized by Sahara India Parivar in the year 2000, 2nd prize in Science exhibition in 12th class, 2nd prize in Role Play, 3rd prize in Skit, 3rd prize in Promotional Campaign in Orbit 2009 organized by IILM Business College.
· 4 year certificate in Bharatnatyam.

· Participated in Military Training Camp during MBA and Functioned as a CRC Club Coordinator during MBA.
Personal Information

Father’s Name
         : Mr. A.K Sharma

Husband’s Name             : Mr. Anupam Mishra

Marital Status                  : Married

Date of Birth
        : 24th June 1985

Languages Known          : English, Hindi

Permanent Address         : A-1 Dayal Residency, Faizabad Road, Near BBD Engg. College, Chinhut, Lucknow- 227105

Temporary Address        : 268, 1st Floor, Near Muskan Dental, Huda plots, Sector 56, Gurgaon, 122011.
