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Professional Synopsis 
· 7+ years of established professional experience of successfully managing HR Department, Pre & Post Recruitment process, Employee induction, Performance Management, Employee Relations, Training & Development, Statutory Compliances, Manpower Planning, Grievance Handling, etc. 
· Skillful in organizing Job fairs, Head–hunting, Database, Job portal, Vendor Management, referrals and also conducting induction program for new resources in the company. 
 
Organizational Experience 
 

 
Aegis Customer Support Pvt. Ltd. (Stratek) 
	Designation–Specialist (HR) – Lucknow 	Apr 2021 to till date 
 	 
Job Responsibilities 
· Responsible for sourcing, screening, interviewing and hiring candidates through Job portals, social media and professional networking sites, internal and external references etc. 
· Engaged with potential staffing agencies for the company and initiating proper channel hiring. 
· Responsible for closing all Lateral position 
· Preparation of Offers, Negotiation with Resources and Explaining the Offers. 
· Ensures that all hiring and recruitment processes are in compliance with all local, state and federal laws. 
· Involved in collecting all the documents from the candidate for generating the offer letter. 
· Responsible for Background Verification Check for new joiner 
· Responsible for preparing Reports (Daily/ weekly/monthly) such as interview status reports, closure reports, feedback reports. 
· Continuous follow up with offered candidates to ensure offer to on board conversion. 
 

 
Deegar Communications Private Limited (Media Company) 
	Designation–Sr. Executive (HR) – Lucknow 	Nov 2017 to Feb 2021 
 
Job Responsibilities 
· Ensures that all hiring and recruitment processes are in compliance with all local, state and federal laws. 
· Responsible for preparing Reports (Daily/ weekly/monthly) such as interview status reports, closure reports, feedback reports. 
· Involved in collecting all the documents from the candidate for generating the offer letter. 
· Daily submission of MIS report to organization & maintain track record of database 
· Provides support and assistance to management team on handling and resolving Human Resources issues. 
· Attendance and leave management. 
· Providing an enabling workplace by effective and timely resolution of employee grievances and ensuring compliance to policies and code of conduct by the employees. 
 

Policy Bazaar 
	Designation– HR Executive (Talent Acquisition)- Gurgaon 	April 2017 to Oct 2017 
 
 Job Responsibilities 
· Recruiting people at all levels i.e. from an Executive to Senior Manager Operations. 
· Prepared job descriptions for various positions and developed appropriate questions for prospective candidates. 
· Tapping talent via LinkedIn for niche skills & build a pipeline for subsequent Requisitions. 
· Participated in Job Fairs and Campus Hiring for the company on PAN India Basis and facilitating the team for campus activities 
· Engaged with potential staffing agencies for the company and initiating proper channel hiring 
· Responsible for preparing Reports (Daily/ weekly/monthly) such as interview status reports, closure reports, feedback reports. 
· Used MIS to create files for new employees when hired; entered information about employment details and updated when needed. 
· Preparing and issuing different letters and memos like: - appointment letter, appraisal letter, warning letter, experience letter etc. 
· Continuous follow up with offered candidates to ensure offer to on board conversion 

	 
		 
Quatrro Global Services 
Designation–Recruitment Executive – Gurgaon 	Oct 2014 to Sept 2016 
 
Job Responsibilities 
· Responsible for sourcing, screening, interviewing and hiring candidates through Job portals, social media and professional networking sites, internal and external references etc. 
· Responsible for new employee orientation session that detailed company policies and provided a breakdown of all job responsibilities. 
· Managing the walk-ins and Mass Hiring as per the Business Requirements 
· Preparation of Offers, Negotiation with Resources and Explaining the Offers 
· Visiting to vendor places and also conducting interviews on Skype 
· Counsel new employees when hired in regards to salary level, employee benefits, job duties, and other procedures to start off successfully. 
 
Achievements 
 

· Have gained corporate exposure by taking part in various Human resources seminars. 
· Completed online training for Social Media Hiring in order to adapt with Modern Tools of Hiring 
· Took Training with Major Portal Giant Naukri.com for Mass Hiring and BPO Hiring. 
 
Academic Credentials 
 

· MBA in HR from Amity University Noida 
· Bachelor of Arts from Avadh University 
· Senior Secondary from U.P Board 
· Secondary Certificate from U.P Board 
 
IT and Social Media Skills 
 

Well-versed with MSOffice words, Excel, Internet, Web portals, Job Portals like Naukri.com, shine, Times etc. 1500+ LinkedIn Connection 
 
Personal Details 

 
Date of Birth 	:20th January, 1989 
Nationality 	: Indian 
Languages 	: English & Hindi 
Address 	: ChanderNagar Aalambagh Lucknow Hobbies 	: Listening to Music and Watching Movies 
LinkedIn Profile 	:https://www.linkedin.com/in/jyoti-amlani-3a9237134 
 
Declaration 
 

I hereby declare the information given about is true in nature and I take responsibility for the declaration also. 
 
 
 
 
 
 
 
 
 
 
 
Place – Lucknow 	(Jyoti Amlani) 
Date 
 
 


 
