


Talent Acquisition: 

 Managing Recruitment for entire UP & UK.
 Interaction with placement agencies, scrutinizing resumes, conducting written tests and interviews as 

per the business requirements.
 Ensuring timely and cost effective hiring including senior levels, background verification.
 Hiring, Sourcing, Bulk hiring & Senior level hiring.
 Successfully hiring of Senior Management Employees like- Managers, Sr. Managers etc.
 Managing Internal Job Posting by Naukri portal, Negotiations, Salary Fitments, Offer, Appointment 

& Confirmation Letter generation.
    
        HR Operations:

 Ensuring smooth joining of all new recruits, induction and on boarding.
 Payroll Management: Attendance and payroll inputs with the vendor.
 Managing Leaves and attendance management system through biometric.
 Managing the Exit process including exit interview and F&F thereafter.
 Oversee daily operations of the HR department
 Organizing employee engagement activities weekly/monthly (Birthday celebrations, Fun games & 

Policy sessions). 
 Responsible for managing employee related queries and their resolution.
 Verification of manpower related vendor’s bills.
 Handling all the queries of the employees. Be it related to Salary, Leaves, Attendance etc. 
 Designed power point presentations for access to Naukri Portal, Recruitment /TA Process Note, 

Employee Induction, Travel & Attendance policies for internal use.
 Publishing recruitment, daily manpower dashboards & monthly HR cost reports (PnL).

     Professional Achievements:

 Recruited 97% of positions without engaging vendors.
 Closed open positions, approx. 100 plus position within TAT in two months.
 Involved in takeover process of new business i.e. in appointment and offer letter generation with zero 

error.

Educational/Professional Qualification:

Education
Passing 
Year

University/Board Specialization

Master’s in Business 
Administration-Hons.

2020
Dr. A.P.J Abdul Kalam Tech
nical University 

Human Resources (Major) & 
Marketing (Minor)

Bachelor's in Science 2018
Dr. RML Awadh University, 
Faizabad ZBC

Higher Secondary 2014 CBSE Board PCB + P. Ed.
Senior Secondary 2012 CBSE Board Science, Maths, English, Hindi

ConfidenƟal



Summer  Internship

Organization  Topic Tenure

SLMG Beverages (P) Ltd.  Lucknow Talent Acquisition Process 45 days

Computer Skills

Diploma in Computer Application MS Word, MS PowerPoint, MS Excel, System Formatting etc.

Certificate Courses

 Certificate course of CCC from NIELIT
 Online certificate course completed in Career Edge-Knockdown the Lockdown from TCS.
 Online certificate course completed in TCS iON Corona Warriors from TCS.
 Pursuing O Level computer course from NIELIT

PERSONAL INFORMATION

 DOB :      14/06/1998
 Marital status :       Single
 Hobbies :       Singing, Listening Music, Reading Novels
 Language Known      :       Hindi & English
 Father’s Name           :       Umesh Chandra Pandey
 Address                      :       Lucknow (UP)

I, hereby declare that all the above information given by me is true to the best of my understanding and 
knowledge.                                                                                                              
                                                                                                                                
                                                                                                                              

Date:                                                                                                              (AASTHA PANDEY)
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