
ARCHANA TRIPATHI 
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E-Mail : archanatripathi2412@gmail.com
	ACADEMIC CREDENTIALS


	S.No.
	Qualification
	Institute Name / University
	Year of Passing
	Percentage

	1
	M.B.A
	MJP Rohilkhand University, Bareilly
	2018
	7.13 

	2
	B.Com.
	Avadh Girl’s Degree College, Lucknow University
	2014
	54.6

	3
	12th 
	Lucknow Public School, Lucknow, C.B.S.E.
	2011
	77

	4
	10th 
	Lucknow Public School, Lucknow, C.B.S.E.
	2009
	72.8


	SU MMER TRAINING 


Summer Internship Training at CONCEIRGE TECHNOLOGIES PVT. Ltd.  Lucknow.

TOPIC: “HR Policy & Its Implementations.”

Objective: 

· To study the HR policy of the company.
· To study the amendments made in policy and study the feedback of employees.

· Duration: 22 June 2017 – 29 July 2017
	PROJECT REPORT 


TOPIC: “COMPARATIVE RATIO ANALYSIS OF NESTLE AND PARLE”

Objective: 
· To find out financial capability of the companies.

· To find out profitability positions of the companies.

· To find out liquidity position of the companies.

Research design: Descriptive
Source of information:  secondary data.
	CORPORATE EXPERIENCE


SEPT 2018 – DEC 2018
Capgemini Pune – HR Recruitment Coordinator/Intern
Domain: Banking and Financial Services

As a team member I was actively involved in:
Detailed analysis of JD to understand clients’ requirement.

Sourcing/Screening of suitable candidates through various sources like Naukri, Employee referrals.  
Contacting candidates and conducting preliminary interviews.

Scheduling face to face and telephonic interviews for shortlisted candidates.
Send recruiting emails and follow up.
Used sophisticated application tracking system (success factor) to track through the selection phase to on-boarding.

Blocking calendar of interviewer as per the time slot.
Raising Visitor Management Pass.
Maintain and updating internal database and use to prepare weekly reports.
Build up good rapport with candidates and panels. 
DEC 2018 – AUG 2019 
Accenture Pune – Training Coordinator/Third party contractor
Service provider – Maintec Technologies 

Domain: Learning and Delivery Content Operations 

Roles and Responsibility:

Coordinating with New Joiners Orientation Session planners and Trainers.
Updating the report of Monthly Events on ERP (Pre session, BODS Closing, Attendance sheet Tracker)
Helps in Backend operations in mylearning potal and prepares monthly roster report on it.
Travelling to External venues and helps in smooth flow of Sessions.

Preparing Feedback form reports and send the overall score of Trainers.
Use the automated application for the confirming the Sessions and updating the status of the sessions.
Also handles the logistics and stationery requirements as per the Events also maintain the monthly reports.
Provide the support to new joiners in connecting their respective POCs of venue.

AUG 2019 –  Nov 2020
Zensar Pune – Talent Acquisition Department
Profile – Management Intern
Roles and Responsibility:

Identifying and sourcing prospective candidates.

End to End Recruitment.

Hands on Oracle Taleo App : ATS.

Client handling and building sourcing strategy.

Direct Sourcing/Database screening. 

Conduction induction presentation.
Referral Indian Spoc- Employee referral Policy and Internal pool.
Talent Acquisition Marketing and promotion.

Fun Activity: Employee engagement.
February 2021 to Present 

PTC Software Pvt Ltd. Pune – Direct Contractor

HR Administrator - Operations/Onboarding/Offboarding/HR Shared Services 

Handling Onboarding and Induction Process for India location.
Conducting the Exit interviews and provide the smooth exit to employees.

Experience on Workday activities – Hiring Transaction/Termination transactions
Handlings the HR share services cases – Ticketing Tool -ServiceNow 

SOP creation and maintaining the new joiners Database.

Ms forms creation and maintain compensations details.

	Additional Skills


Certification and additional training

· O-Level from National Institute of Electronics and Information Technology, Lucknow
Hobbies
Currently include Dancing, Theatre & Amateur Dramatics, and Badminton.

	PERSONAL DOSSIER


	
	
	

	Date of birth 
	:
	24 December 

	Marital Status
	:
	Single

	Home Town 
	:
	Lucknow

	Fitness
	:
	Excellent

	Nationality
	:
	Indian 

	Gender
	:
	Female


I hereby declare that the above given details are true to the best of my knowledge and belief.

Archana Tripathi
Date:

Place: 

