	Shilpi Gupta(Disha) Uttar Predesh,Shajhanpur
  E mail: disha.gupta953@gmail.com                                                                                          Mobile- 91 8860135926/+91 9911238075/9625354592

SUMMARY
A Solution Focused & proactive Human Resource Management professional with 8 years of experience in Talent Acquisition (Lateral & Campus), Recruitment & Selection, On Boarding & Induction, Talent Management /Grievances handling Payroll in Paramedical/healthcare /Manufacturing /EXIM /Power/IT and Real estate and Insurance Industries.
(Paramedical – Artificial Limbs /Silicon transplant), ( Manufacturing – Medical Devices- Patient wheel Chairs/ Acritical hands and others ), EXIM- Wine /International and domestic Export and Import ), ( Power- Electricity ),( IT- Product and Service Based ), Real estate & Insurance- Commercial & Residential.

CREDENTIALS
MBA (HR & Marketing) from Lord Krishna College of Management, Ghaziabad , June in 2013 
BBA (HR& Marketing ) from Bareilly College Bareilly ,Bareilly ,2011

  Academic Project Undertaken (Internship)  
          H.C.L. Pvt. Ltd. from April 2013–June 2013 Recruitment Practices (TA) 
          Vadilal Pvt. Ltd. April 2009-june 2009 Title: Employed Relation
	

	
	COMPANIES WORKED/WORKING FOR
	
	

	
	Company
	Designation
	Duration
	Industry
	

	
	
	
	
	
	

	
	Prosthetic & Orthotics Pvt Ltd
	Talent Acquisition& Talent Management
	March-2020-Present
	Healthcare&
Manufacturing
	

	
	Rural Electrification Corporation
Ltd
	HR-Talent Acquisition (C2H)
	July 2019- Jan-2020
	Power
/Electricity
	

	
	MEDIA MOSOIC
	IT -Recruiter/Admin
	Jan 2017- July 2019
	IT
	

	
	
	
	
	
	

	
	Frnds & Company pvt ltd
	HR Executive
	Aug 2013-Dec-2017
	 Manufacturing 
	

	
Talent Acquisition-Consultant –
.              Manpower Planning, keeping in mind the sustainability of the organisation.

· Liaising with internal departments to determine recruitment needs.
· Determining selection criteria, hiring profiles, and job requirements for vacant positions.
· Sourcing potential candidates through online company career portals, recruitment sites, job boards, social platforms, as well as print media, posters, and flyers, when required.
· Managing hiring processes via electronic Applicant Tracking Systems.
· Evaluating applications and screening candidates via calls or emails, as well as facilitating pre-interview assessments.
· Compiling interview questions and conducting in-person or video call interviews with shortlisted candidates.
· Preparing hiring forecasts as part of the company's strategic planning.
· Documenting processes and fostering good relationships with potential candidates and past applicants.
· Developing hiring strategies and procedures in line with industry trends, as well as keeping informed of advancements in the field.

Talent Acquisition:
Manpower Planning, keeping in mind the sustainability of the organisation.
End to end recruitment for all vacancies across levels to be filled within the stipulated time.
Proactively develops the talent pool for all leadership & critical position through a continuous Industry Mapping Exercise.- CM/DGM/COE/CHRO/CFO
Recruiting and interviewing for all branches by (Naukri, Shine Monster, Career builder, Jobs) India
Placement, Indeed, Hire act, Work India , Apna job Making job postings on the Job Portal and internal post on company website .
	


[image: ][image: ][image: ][image: ][image: ][image: ][image: ]

[image: ]Familiarizing line managers on “Competency Based Interviewing Techniques” through various workshops or awareness
session to select the right candidate for the right role.
[image: ]Doing attrition analysis/comp & ben benchmarking/increment analysis in industry and advising management to be always at par & competitive with the industry standard.
[image: ]Lead the campus drive for MBA/B.Tech/ Prosthetic & Orthotics (Paramedical)./Diploma students & facilitating their career development.
[image: ][image: ]Employer Branding through Social Media like LinkedIn and college campus . PAN India recruitment for C2H for particular government Project.
[image: ][image: ]Handling of Recruitment Activities through Open Advertisement and Manpower Agencies. Compliances in respect of Contractual Employees including Disciplinary Action
[image: ]Job posting of Govt online sites for FT recruitment.
[image: ]PAN India Recruitment by Recruitment Agency on contractual basis.
[image: ]Coordination with Different Vendors such as HR consultants in order to fulfil the Manpower requirement in various departments
[image: ][image: ]Searching CVs, validating the profiles in terms of Salary, technical matching, Communication, confidence level, etc.

On boarding/Induction/Employee Connect:
[image: ][image: ]Facilitate pre & post joining activities, induction, new employee Buddy Programmed & Town Hall meet. Key account manager for multiple sites for its smooth operation & higher employee engagement.
[image: ][image: ]Facilitate employee engagement activities, pertaining to cognitive/emotional/physical engagement. Admin activities handling- Like Stationery, Grocery and Maintenance.
[image: ]Addressing employee problems on the job to ensure everyone is thriving in the workplace and satisfied with their job and work environment.
[image: ]Grievance Handing for field staff
[image: ]Update transfer of employees according to their project and promotion.
[image: ]Appraisals, increment processing and salary structuring according to govt. rules and policies
· [image: ]TA/DA maintenance
[image: ]Coordinate with vendor for creation of ID Cards n Visiting Cards., Processing the full& final settlement of the employees.
Talent Management/L&D:
[image: ][image: ]Facilitate KRA & KPI formulation & performance management system for all employees. Facilitate in TNI, Training Calendar, Vendor Identification & Programme Design.
[image: ][image: ]Facilitate IDPs Formulation, Unique Job Role & Critical Positions identification. Formulate succession planning strategy for all critical positions &.

Payroll:
[image: ]Attendance Maintenance. Manually & Biometric Both, Record keeping & Documentation.
[image: ]Implements, maintains, and reviews payroll processing systems to ensure timely and accurate processing of payroll transactions including salaries, benefits, garnishments, taxes, and other deductions.
[image: ]Ensures accurate and timely processing of payroll updates including new hires, terminations, and changes to pay rates.
[image: ]Prepares and maintains accurate records and reports of payroll transactions.
[image: ][image: ]Ensures compliance with federal, state, and local payroll, wage, and hour laws and best practices. Facilitates audits by providing records and documentation to auditors.
[image: ][image: ]Identifies and recommends updates to payroll processing software, systems, and procedures. Performs other duties as assigned.
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IGNIFICANT
 
A
CHIEVEMENTS
)
1st prize in Dance Competition in Lucknow (2011)
· [image: ][image: ]First prize at Paper Presentation in College level (2012)
· [image: ]1st prize of good Event organizer by the Future Team (2009)
· [image: ]2nd prize in Market & Survey Report in Lucknow (2011)
[image: ]-Best award for the Team-coordinator at college level (2011
· [image: ]Conciliation prize in Grainer beauty contest in Lucknow 2011
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Date of Birth:	15 -JUNE
 (
Shilpi
 
Gupta(Disha)
Uttar
 
Predesh,Shajhanpur
E
 
mail:
 
disha.gupta953@gmail.com@gmail.com
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(M)
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)

Languages Known:	English, Hindi Marital 
status:	Single
Current CTC:	5.5 LPA
Notice Period:	15 Days

Place: Delhi	(Shilpi Gupta))
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