CURRICULUM VITAE
Deepti Mishra
Address: E-3/481 Vinay Khand-3
GomtiNagar(226010)
Lucknow.
Contact Details: 9140627108
Email-DeeptiMishra023@gmail.com


CAREER OBJECTIVE:
Play a responsible role in an organization that enhances my skills and capabilities, challenges me to perform exceptionally, preferably in a progressive and competitive work culture in a technology driven company.

QUALIFICATION:

· Completed M.Com From Lucknow university in 2017 with an aggregate of 59%
· Passed B. Com From Lucknow university in 2015 with an aggregate of 61%
· Passed class 12th From I.S.C in  Board  2012 with 87%
· Passed class 10th from I.C.S.E Board in 2010 with 91%

WORK EXPERIENCE:-

Company:Alive Teleservices Pvt Ltd (SMS World)
Designation:HR Manager
Tenure: Feburary (2019-Till Now)

Company: Paydsk Services (Edays IT Solutions Pvt Ltd)
Designation:HR Manager
Tenure: Feburary (2018-August 2018)

Company: Apex Services (A Unit of Apogee Services Pvt Ltd)
Designation: Hr-Executive
Job Tenure: 1 Year & 8 Months(16th Sep 2015-8th May 2017)

JOB Roles&Responsibilities:


Talent Acquisition:

· Providing  support to the Organisation on Conducting/Scheduling Interviews
·  Hiring Junior/Mid/Senior Level Employees for the Organisation in Pan India Locations.
·  Supporting Different Teamleads/Business Heads Regarding their Manpower Planning in their Respective Zones/Areas/Territories.
· Providing timely feedback on conducted interview.
· Completing joining formalities and maintaining timely updation of records.

EmployeeRelations: :

· Acting as the first line of contact in Human Resources for any employee related issues in the business.
· Identify various kind of employee issues and develop buckets of common issues, and providing instant resolution for the same.
· Support, develop and coach managers to manage employee relation issues using
Company policies, procedures and best practice, ideally resolving issues where possible informally.


TalentManagement: 

· Provide support to the Organisation for timely nominations for internal promotions in consultation with the relevant business head basis company policy.
· Provide support to the Organisation for succession plans regarding key talents and key (Critical)Job-Positions.

 Reward&Remuneration:

· Ensuring timely nominations for rewards & recognition plans.
· Consult and enable local business heads for meritorious nominations as per company policy for R&R programs.

HR-Policies,Initiatives&Strategies:

·  Promote HR Programs to Create an efficient and Conflict-Free Workplace
· Partnering with team in the implementation of  key strategic HR Plans, Projects and initiatives that add value to both our business and employees.
· Acts as the performance improvement driver thereby  provoking positive changes in the people management.
· Managing HR Policies cross-functionally.

Administration,Systems&Records:

· Manage Exit processes for the staff, carrying out exit interviews etc.
· Drive internal and external HR Communication
· Drive events and activities aimed at developing an employee friendly culture thereby increasing Employee Motivation.
· Maintaining Employee Files and records in Electronics as well as Paper Form.
· Maintaining Monthly Attendance and Leave Manual Via Bio-metrics and  Ms-Excel(Both) for all Company Employees.
· Keeping Regular Check and Record on Petty Cash Expense.


Accounting&Payrolling:

·  Generating Invoices via Software for Sale&Purchase.
·  Calculate, track and manage the processing of Salaries payable to Various company       Employees. 
·  Ensuring all payroll transactions are processed efficiently.
·  Collecting, calculating, and entering Employee data in order to maintain and update Correct Payroll information for all Company Employees.
· Compiling summaries of Earnings, deductions, leave, advances and reporting on this.
· Resolving payroll discrepancies.
· Maintaining payroll operations by following policies and procedures.
· Calculating and Processing Claims and Conveyance of Every Employee as per Designed Company/HR Policy.

PROFESSIONAL STRENGTHS:

· Extremely Confident and Outspoken Personality.
· Punctual n Disciplined.
· Excellent Problem solving skills.
· Good communication and interpersonal skills.
· Self-Analysing and Quick Learning abilities.

Proffessional Summary:

· Having an Overall Experience of  4 Years in HR Profile.
· Recruited candidates for Different positions Of Leading Global IT companies.
· Experienced with Different type of Employment Requirements such as Permanent/Contractual or Contract-to-Hire.
· Proficient Experience of Sourcing profiles through Internal database/Employee Referrals/Job boards like Monster & Naukri.com.

PERSONAL DETAILS:
Father’s Name:    Mr. R.K Mishra
Date of Birth:        9th August 1993
Marital Status:      Unmarried
Sex:                        Female
Languages Known: Hindi & English

Declaration:
I do hereby Solemnly Declare that all the particulars of information stated above here is true to the best of my Knowledge & Belief.

Place:Lucknow
Date:
(Deepti Mishra)
