 (
+91-7800142822, +91-7007106390
)MANSI  SRIVASTAVA

 (
m
ansisri73
@gmail.com
)


Address
280/33/1 Blunt Square
Mawaiya Lucknow
 (
Education
)Uttar Pradesh, India.





Master of Business Administration                            Graduated, 2018
SBS College of Technology & Management                         Marks, 72%
Affiliated by AKTU University                                             

Bachelor, Commerce                                                       Graduated, 2016
Shri. JNPG College                                                               Marks, 52% 
Affiliated by Lucknow University              

10+2 (HSC)                                                                       Passed, 2013
SKD Academy Inter college                                                Marks, 77%
UP Board                                                              

10 (SSC)                                                                           Passed, 2011
City Convent School                                                           Marks, 54%
ICSE Board  
 (
Career Highlights
)


 
Cject IT Solutions– Lucknow, U.P                    Nov, 2020 to Jan, 2021
HR Executive

· Conducting end-to-end recruitment's for all the departments in organization.
· Responsible for creating job descriptions, sourcing candidates, scheduling interviews, final negotiation and rolling out offer letters.
· Maintain the employee’s daily attendance sheet also there in and out timing.
· Maintains historical human resource records by designing a filing and retrieval 
System; keeping past and current records.
·  Entry and Exit Formalities
• Exit interview and Maintain checklist
• Attending queries of resigned employees.
• Forwarding grievance to accounts Department.
• Preparation of Relieving letter, service certificates when require

· Leaver management: ensure the prompt and accurate processing of leavers and generate documentation, data management, file management.

Lucid Softech IT Solutions– Lucknow, U.P                    April, 2019 to Aug, 2020
HR Executive

· Manpower Planning
• Discussing manpower needs with the Company Heads.
• Deciding on new hire requirements/ internal alignment.

· Sourcing & Recruitment
• Preparing JDs of the requisite mandate.
• Sourcing CVs of prospective candidates based on the JD from appropriate source
(Job Portals or linked-in) and through Employee Referrals.
• Salary fitment of selected candidates, reference checks, preparation detailed   
offer letter, negotiations and closing offers.

· Employee Relationship Management
• Regularly discussing problems, grievances and hindrances with employees and
resolving them at theearliest.
• Providing information and interpretation to employees regarding the Human
resources policies,procedures, practices and decisions.
• Responsible for maintenance of files, Audit of personal files, working out
compensation for the newentrants. confirmation and final settlement.
• Maintains management guidelines by preparing, updating, and recommending
human resourcepolicies and procedures.
• Maintains historical human resource records by designing a filing and retrieval 
system; keeping pastand current records.
• Maintains human resource staff job results by counseling and disciplining
employees; planning,monitoring, and appraising job results.

· Exit Formalities
• Exit interview and Maintain checklist
• Attending queries of resigned employees.
• Preparation of Relieving letter, service certificates when require

· Leaver management: ensure the prompt and accurate processing of leavers and generate documentation, data management, file management.


ST Infosystem – Lucknow, U.P                                         July, 2018 to April, 2019
HR- BDE

· Conducting end-to-end recruitment's for all the departments in organization.
· Responsible for creating job descriptions, sourcing candidates, scheduling interviews, final negotiation and rolling out offer letters
· Conducting research to identify new markets and customer needs.
· Arranging business meeting with prospective clients.
· Provide long-term relationships with new and existing customers.
· Provide trustworthy feedback and after-sales support.
 (
Computer Proficiency
)





· Word 2010			
· Power Point 2010



 (
Skills
)


· Ability to interact with employees at all levels.
· Process improvement
· Multitasking & Time management skills are on top-notch.
· Ability to work under pressure and aggressive deadlines
· Calm & composed nature.
 (
Personal Details
)



Father’s Name	:   Mr. Rajesh Kumar Srivastava	
Marital Status	:   Single
Birthday	:  24th April, 1996
Nationality      :   Indian                                                      
Gender		:   Female
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