 (
   
MOHIT KUMAR SADHWANI
        
   
  
HUMAN RESOURCE MANAGER
) (
WORK HISTORY
)RESUME

 (
COMPANY 
NAME
 
 
-
:
ETHEREAL  ASSURANCE PVT LTD.
   
 
SERVICE
 
PERIOD
 
-:
18
th 
june2020-30
th
   november2020
DESIGNATION
   
    -
:
SALES
 ADVISOR
Worked as 
Individual Voluntary 
Arrangement  Process
.
Cold calling-300 calls per day,
 
connected calls-120 approx.
Providing solution regarding debts to the foreign clients basically 
United Kingdom
 based.
It was basically 
United Kingdom Government
 run 
program
.
Achieving monthly sales target by closing 44 calls deal.
) (
ABOUT ME 
A strong and inspirational leader who knows how to drive team members to greater success.
 Have experience of scheduling, supervising, and motivating branch and 
office  staff
 so that they achieve maximum efficiency. I am expert in 
dealing  with
 complex managerial problem. On a personal level I have a professional appearance, enthusiastic attitude and 
has
 the ability to 
instil
 trust and confidence of the company. Right now I am looking for a suitable position that offers brilliant prospects for future development and career
 
advancement.
)





 (
WORK HISTORY
)
 (
COMPANY NAME
 
-:
  
NATURE POWER GROUP
SERVICE PERIOD
 
-
:
  
8
th 
Dec
ember
 2020-Present
.
DESIGNATION
-
:
 
HUMAN RESOURCE 
ASSISTANT  MANAGER
POSITION PURPOSE
Supports human resources processes by administering, tests, scheduling 
appointments, conducting
 orientation, maintain records and information. Substantiates 
applicants
 skills by administering and scoring 
test. 
Schedule
 
examinations
 by coordinating appointments
.
KEY RESPONSIBILITIES
Maintained employee data and kept updated accounts of all employment records.
Assisted in recruiting and training of new employees for the marketing and IT teams.
Administered payroll information, compensation materials, and benefits programs.
Supported daily operations of busy human resources department.
Mentored employees through personal and professional issues
.
Managed all employment, medical and worker’s compensation files and claims.
Directed all human resources functions including recruitment, hiring, training, 
on
-boarding and employee relations.
Responsible for all building and managing budgets for department and hotel.
Ensured compliance of human resource policy, employee benefits and employment law at both local and federal level.
Provided confidential issue resolution while working with various levels of management.
Represented employer in unemployment hearings and negotiated hotel specific benefit package with broker.
Managed all aspects of HR office including Leaning & Development Team and prepared all associate communication.
Hosted and conducted bi-weekly new hire orientation as well as designed necessary professional development.
OPERATIONS MANAGEMENT 
Recruitment
 & S
election.
Performance management.
Learning & 
D
evelopment
.
Succession planning.
Compensation and benefits
.
Human Resources Information Systems.
HR data and analytics
)












 (
EDUCATION
2019-2021
University
      
-
:
Institution 
Of
 Management Research And Technology.
Course
     
      
-:
 
M.B.A(
H.R Major and Marketing M
inor)
.
Grades
     
      
-
:
  
1
st
 Division.
2019
C
ollege
    
 
      
-
:
  
City Group 
Of
 College 
Lucknow.
Course
     
      
-:
 
Bachelor 
Of
 Commerce
. 
2016
School
  
 
      
-
:
NIOS
.
Course
 
      
-
:
Intermediate
.
2014
School
 
 
      
-
:
St Anthony Public School Lucknow
.
Cours
e
 
      
-:
High School
.
) (
CONTACT
Address
    
-
:
551/
Gha
/56 
Govind
 
Gali
 
Alambagh
 Lucknow
.
 
Pin
      
   
 
-
:
226005
 
Mob
     
   
 
-
:
7668952625
Gmail        -:
mohitsadhwani8@gmail.com
) (
HOBBIES
Modeling and acting
.
Listening music
.
) (
LANGUAGE KNOWN
Fluent 
in Hindi, English and Sindhi.
) (
ACHEVIEMENTS
Won best employee -12
th
september2020.As
 I have achieved 
all my
 target.
Won many certificate in field of modeling.
Won national model of state
Participated  in
 may debate competition at school and college level.
Won Mr. F
resher’s
 in my college-I.M.R.T
 for the year-2019.
) (
SUMMER TRAINING
Training in 
ETHEREAL ASSURANCE PVT LTD
. 
as  a
 HR Recruitment and Selection-:
26
th
 
may2020-
27
th
 
august2020. 
Training in 
NATURE POWER GROUP
 as hr assistant from –
1
st
 Sept
ember 
2020-1
st
 
December
 2020
.
) (
KEY SKILLS AND COMPETENCIES
Employee relations
.
On boarding
.
Human Resources management system (HRMS).
Performance 
management
. ...
Teamwork and collaboration. ...
Scheduling.
Customer service.
Project 
management
.
Good communication skills
)
