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Babli Das 
                                     
Email: raidas.das@gmail.com
Phone no- 9899426465

Address-4831,12th Avenue, IP extenstion-2, Sector-49,

Faridabad.
Key Skills: Manpower Management (Recruitment), Organizational Development, Job Evaluation, Performance Appraisal, Compensation Management, Employee Welfare, Handling Employee Grievances.

Summary of Skill and Experience 
· Approximately 7 years of overall experience and 5 years of established professional credentials of successfully managing  Recruitment process, Performance Management, Employee Relations  and similar such activities.
· Developed improved strategies for business process development in close coordination with managers at top echelon of organization. 

· Experience of developing employee’s handbook in mutual interest of employer and employees.

· Designed a system “Daily Attendance Reporting System” in all the branches.

· Be candid and honest, but also have the wisdom to be diplomatic when required.
· Resourceful, goal oriented, possess strong organizational, communication and analytical skills with ability to work under pressure and multi task in a fast paced environment.
·  Facilitating Recruitment and Induction. 

Professional Qualification
2011 
MA 
            IGNOU, Shillong
2006 
BA
            North Eastern Hills University, Shillong
Professional Experience
· Amazon  Development Center-
Escalations Investigator (Dec 2018- Aug 2019)
HRA Services (Aug 2017- Dec 2018)

Job Profile

· Co coordinating in Recruitment & Selection matters

· Taking HR Round Interview & Salary negotiation

· Responsible for complete joining and orientation Formalities of new employees.

· Maintained Database and Personnel File 
-- Prepared offer and appointment letters and annual track list of increments and confirmations of employees

· Assisting in framing,  analyzing and revising the existing HR policies 

· Co coordinating in Pay Roll Compensation, attendance & maintaining the Leave record of the employee
· AON Services-
Team Developer (HR Executive ) ( Mar 2015-  June 2017)
Job Profile
· Completing Recruitment procedures. 

· Conducting Induction programs and Joining Formalities of the New Joinees.

· Insuring the Assets and Employees ( Mediclaim and Personal Accident ).

· Housekeeping and Making online bookings.

· Coordinating with branches.

· Resolving Employee Grievances

· Conducting Performance Appraisals

· Maintaining Attendance and Leave Records

· Preparing Salary of the Employees

· Arranging for Employee Welfare Programs like Anniversary & Birth day Gift Distribution, Reward & Recognition etc.

· Maintained resignation records, ex-employee dues; processed resignations with respective department heads; 

· Processed the Exit Interview, full & final settlement and released Service Certificates after ensuring that the employees owed no dues

· Concentrix Daksh Services India Pvt Ltd  
Lead Operations (Nov 2013-  Feb 2015)

Job Profile

· Handling escalation calls to provide real time solutions 

· Resolving technical issues with quickbooks

· Venture PC services, US process 

Sr Practitioner( June 2012-  Nov 2013)

Job Profile

· Assisting customers into opening Social networking account and giving all the necessary information.

· Identifying customer’s system requirement and providing technical support and install various security software accordingly.

· Develop sales opportunities providing the information on benefits of it. Answer phone calls and direct calls to appropriate parties or take messages. 

· Answer user inquiries regarding computer software or hardware operation to resolve problems. 
Achievements: 
· Revised the “Leave Policy”.
· Introduced “Daily Attendance Reporting System” in all the branches.

· Introduced Fortnightly and Monthly Meeting to enhance Department Performance and increased employee satisfaction.
Attributes
· Possess effective communication skills, interpersonal skills, people management skills and a strong personality; this supports managing people of different levels and background efficiently.

· Strong analytical, problem solving mind, good strategic planner.

· Highly positive attitude, adaptable to demanding situations.

· Strong intuitive power, clear vision and farsighted with capabilities to provide solutions to needs arising out of  specific / unique requirements

· Keep up dated constantly with trends and practices in area of specialization, good learner.
Personal Details
Date of Birth: 18th July 1984, Married 

Language Proficiency: English, Hindi and Bengali
