Richa Sharma

Contact no.7906117464/7891065904
Email Id: rs2630578@gmail.com
Objective: 


To work more effectively in a competitive environment & contribute to the growth of the org. ,as well as enhance my professional knowledge along with different skill sets.

Professional Exposure: -

Max Life Insurance ( NOV 2021- Present )

- Oversee full-cycle of recruitment where in actively hiring for Non-IT Pan-India managing vendors,

releasing offer letters, onboarding of the candidates.

- Explain candidates about the job profiles and making them understand the employment terms &

conditions.

- Connecting with business leads/stakeholders on a regular basis for

communicating hiring updates, sharing insights from the external marketplace and

understanding business plan.

- Assisted in preparations of various MIS Report.

- Leveraging analytics for identifying and correction lags within the recruiting process

- Utilizing analytics to identify new potential markets for sources of candidates

- Reviewing Candidates database and contacting potential applicants to arrange

interviews, redeployment and their final placement in the organization

- Responsible for Maintaining a healthy sourcing channel mix, diversity ratio and other delivery.

- Responsible for handling recruitment drives at vendor location.

- Managing vendors and preparing pipeline with their help for future projects.

- Notifying candidates of their results, preparing their Offer letter, and maintain good candidate

experience.

- Tracking and coordinating with various Teams for documentation/ BGV/ On-boarding/Transportation of

the candidate.

- Sourcing and attracting candidates by using databases, social media and vendors.

- Conducting interviews and filtering candidates for open positions.

- Looking after the onboarding process of new hires in Delhi.

- Ensuring that new hires provided with correct information and a proper understanding of involved

processes within set timeline.




Project Undertaken: 






Duration: June’19- Aug’19

· Worked as the member of HR Team in INDIA MART INTERMESH LTD. On the project Tittle Campus Recruitment and  pre-on Boarding.

· Include communicating company & positions details to new hires before their start date, gathering necessary paper work & scheduling first day.


· Conducting  Orientation tour, administering on the job training, following up with employee, monitoring training progress & handling employee information.

· Expertise  in ability to work independently, take initiative also & believe in completing work with a given timeline.


Technical skills:

Software package: MS- excel , Power Point , MS-Access, & Statistical technique.

Extra Curricular Activities: 

	• Participated in UDAAN session 

• Participated in “ACE YOUR CAREER RACE PROGRAM” 

• Attended International Conference 

• Attended workshop on Social Entrepreneurship 

• Attended Personality Development Session 


Educational Qualifications: 
Courses 

University 

 Passing year

Masters of business administration (MBA)

Banasthali University

2019

B.SC (Biology)

 CCS University, Meerut 

2017

Intermediate

 U.P. Board, Allahabad 

2014

High school

   CBSE

2012

Personal Information:

Name: Richa Sharma 

Address : D-327 , Shastri Nagar Meerut.

Nationality: Indian
Languages: English, Hindi




	

	

	

	



