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Nancy Kaushal
Email:nancy.kaushal.nk@gmail.com
Mobile: +91-8920457358

Career Objective

To secure a challenging position in a reputable organization to expand my learning’s, knowledge, and skills.
 
Work Experience
 
            Company: I-Process Services Pvt. Limited.
            Location: Gurugram
            Date of Joining: 11th Dec 2019 to 06th April 2021
            Area: Human Resources 
            Synopsis: HR Coordinator
· Create ESIC through online portal
· Create Security letter for employees
· Performing Background Verification (RCU generation VSTS to be initiated) 
· Generate E-codes for New Joiners 
· Manage end to end employee life cycle of the employees
· Ensuring successful completion of on boarding process, all joining formalities and documentation requirements within stipulated timelines
· Supported the HR Operations team with transaction and data audits
· Handle day to day employee queries and providing prompt resolutions
· Respond to internal HR queries related to Pehchan & Confirmation
· Send intimation mails to employees, who had completed 6 months in the organisation
· Download the AL from HRMS portal & rename it by its e-code, scan copies send over the employees personal email address through mail merge.
· Maintain proper and updated tracker on Employee Database
· Responsible for drafting various letters like Offer Letter, Appointment Letter, Confirmation Letter, Experience Letter


           Company: IndiaBulls Consumer Finance Limited.
            Location: Gurugram
            Date of Joining: 24th June 2019 to 15th November 2019 
            Area: Human Resources
            Synopsis: HR Associate
· Involved in various Employee Engagement activities.
· Handling End to End recruitment for the all position.
· Pre BGV of the Shortlisted candidates which includes CIBIL Check, No Hire University Check, No Hire Companies Check, address & salary verification.
· Creating and releasing the offer letters through SAP Software after taking the necessary approval from the business.
· Following the compliance while on-boarding the candidates.
· Handing over the new employee’s to Induction Team for further process.
· Performing other task as well (SAP ID Generation, Email ID Generation, ID Card Process, Pan card & Aadhar Card Updating, Submission of the new documents to Audit Team, Salary Hold/Release data, Attendance Update, Second Slot Salary Release Data, Compensation Mapping & Updates in SAP, Publishing the weekly Dashboard of Resignation Cases with respect to Active Count).  
· Attendance Management of more than 1200 Employees for the Locations of Delhi-NCR, Chhattisgarh & Bihar.
· Maintain confidential personnel information and records for active and terminated employees, Coordinate with Managers with their respective Locations.
· Manage Exit formalities and Exit Interviews
· Knowledge of SAP Entries in PB40, PBA7, PO13, PB30, PA30, & Bulk Updation.

Company: TACT India Pvt ltd					
Location: Gurugram
Date of Joining: 07th May 2018 (1 Year)				
Area: Human Resources
Synopsis: Research Analyst
· To access the background verification of the employees
·  Handling the searching, sorting and managing recruitment process with de dupe of the applicants. Hands-on experience in MS office tools
· Maintain HR files and databases of the employees.

Educational Qualification
 
· MBA+ PGPM (Human Resources) from IBS Gurgaon 2018 (CGPA 6.87) 
· B.B.A from Dev Samaj College for Women in 2016 (66.79%)
· 12thfrom D.A.V. Public School in 2013 (79.8%)
· 10thfrom D.A.V.Public.School in 2011 (72%)
 
Trainings and Projects Undertaken 
 
· Company: “Radisson Blu Marina Connaught Place”
Project Title: “Training Effectiveness”
Project Area: Human Resources
Project Synopsis:
· The effectiveness of training in overall development of skills of workforce
· Different types of Training given to employees
· Planning & Facilitating Train The Trainer Program
· Different Formalities performed In Human Resources & Training & Development  
Duration: 14 weeks (21st February 2017 till 25th May 2017)

· Project title: A Report on Job Satisfaction in an Organization
Duration: 01 July 2016 to 15th September 2016
Project Guide: Prof. Tavleen Kaur, Human Resource Department, IBS Gurgaon
Description: A deep analysis was done on the employees Job Satisfaction of Spice jet Company and after the data analysis various HR related strategies and recommendation was provided.
 
Awards/Achievements

· Organized and Coordinated “Earth Hour Super Hero” at Radisson Blu Marina Hotel, 2017(World Wide Funds for Nature).
· Organized and Coordinated Train the Trainer (T.T.T.) Program at Radisson Blu Marina Hotel, 2017. 
· Successfully completed Recruitment & Selection Certification course from Alison. 
    
Personal Details

· Father’s name:-Sh. Sunil Dutt 
· Date of Birth:-15 August 1995
· Gender:-Female
· Permanent Address:-268, Housing Board Colony, Jind, Haryana 

Declaration
I hereby declare that the above written particulars are true to the best of my knowledge.
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