 ABHINAV SRIVASTAVA
GOMTI NAGAR LUCKNOW -226010                  
Phone: 91-7388885979	                                                                            Email:dimpy.lko@gmail.com

SYNOPSIS

Aiming my involvement in progressive organization to utilize my skills and expertise abilities to achieve HR initiatives, customer handling and participate in organization’s mission and vision initiative.

Currently   Working   with  BCC as “HEAD HR AND ADMINISTRATION”
   ORGANIZATIONAL EXPERIENCE
    BCC (Dec 2020 TILL DATE)

Human Resource Planning
Performed Full-Cycle Recruitment Process
Maintained detailed employee record and handle employee relation issues
Maintaining Job Tracker Sheet of lined –up , interviewed and hired candidates
End to end recruitment :Sourcing ,Staffing, scoping on boarding candidates
Screening and Lateral Hiring
Perform change of master data administration on brand SAP including ,hiring and termination of Bcc
Conduct Employee Orientations
Discussed Business operations to develop recruiting strategies to fulfil current and further staffing needs
Extract Attendance and Update and maintained
Regular requisition for uniform ID cards and Business cards for Units/locations
Maintain and updated leave sheet and CL record
Worked on compliances and separation formalities


HR Admin
Rejoining reference checks and Post joining Documentation, records and maintaining confidentiality
Extract Attendance and Update and maintained and payroll attendance sheet
Maintained Candidate Track and Resigned Employee Sheet
Employee Orientation development training and organised events in premises
Interviewed Potential new hires and provided induction training
Maintained drafted disciplinary action notices
Assess training needs nominations ,bills and monitor upcoming training programme
Maintain the record and requisition of uniforms ,office priority stationery etc

HDFC BANK LTD – Deputy   Branch Manager (Recruitment and Operations)   ( Aug ’14-Dec20)
Handling and supervising entire branch operations and highest service delivery level at branch.
Adhering  to internal as well as regulatory   operational and compliance norms.
Imparting and training internal processes to service and   sales team.
Handling con-current audit
Adherence to KYC norms  for account opening documents sourced by acquisition team.
Authorizing all cash, vault transactions and ensuring smooth functioning of all service related issues.
Managing customers at lobby and handling of customer requests, queries and complaints
KOTAK MAHINDRA BANK LTD      (Service officer  & Recruitment)              (July’12 – Aug’14) 
 Interviewed Potential new hires and provided induction training
Maintained drafted disciplinary action notices
ICICI BANK LTD    Customer Service Branch Banking     (jul10’ Dec’11)    
Scrutiny and Document Verification of deposit account opening applications as per KYC        .
Evaluation of risk involved in doing business with client.
Handle branch queries.
Organize process trainings for new joiners.
COMPUTER SKILLS
Well conversant with MS-Office suite of Applications.
Thoroughly hands on with the Banking Software – Finacle, Flexcube,
ACADEMIA:
	
Examination
	
Board/University
	
Subjects

	MBA
	UPTU
	Finance and Marketing

	BBA
	AGRA
	Management Studies

	12th
	N. O.S
	Commerce

	10th
	I.C.S.E
	Science



PERSONAL DETAILS
 Father’s Name	               :             Mr Ashok Kumar Srivastava
Mother’s Name		 :	Meera  Srivastava
Sex                                	 :              Male
 Nationality                         :            Indian
Languages Known            :              English, Hindi
                         
Date
Place                                                                                                                     (ABHINAV SRIVASTAVA)

