SNEH H SHARMA
Email: snehsharma2310@gmail.com,
Phone: - 7698375829/9723451103
Work Experience  

Total 9.5 years of Work Experience  :
· July 2021 to till Date: - Thrive Form Ltd.

· November 2019 to June 21:- Advanced MedTech Solutions Pvt. Ltd.
· April 2016 to 4th Oct 2019: Select Insure Australia Pty Ltd.
· July 2013 to 31st Oct 2015: St Kabir School.
· March 2011 till Feb 2013: Planet Dezign (I) Pvt. Ltd. (Mumbai) 
HR Skills 

· Ability to grasp company's requirements and screen the candidates accordingly

· Able to manage joining formalities and exit formalities

· Experienced in Performance appraisals

· Efficient in conducting Interviews

· Compensation and Benefits Reviews
· Performance Appraisal Life and Year Cycle Process.

· Establishing and maintaining HR policies and processes

· Skilled in Recruitment, Sales force hiring and Employee life cycle management.
· Expertise in Hiring Project Managers Business Analyst, Production and QC Requirements. 
Technical Skills ( IT Recruitment) 
· Web Technologies: Java/ J2ee/ Web Logic/WAS/MQ/WPS/WPF

· Microsoft Technologies: .NET, SharePoint, C++

· Testing: Testing (project manager/Quality Analyst).

· ERP: SAP (GRC, Security, FICO, New GL, FICO, SD, PP), Oracle APPS (HRMS, Finance) 

· Database: Oracle 11i, 9i, Oracle DBA, PL/SQL, 

· Operating System Tools: UNIX, Windows, Linux, Solaris, 

· Operating Systems worked on : Windows (Xp, 98,2007,NT)
· Mainframe : Cobol, JCL,DB2, CICS, Mainframe Batch Monitoring, Batch Schedule, Console Monitoring,

· Microsoft Office (MS Word, MS Excel, Power Point)
Applicant Tracking Systems Exposure
· Greenhouse/Skillate/ Oracle/ Keka HR/HR.My
Professional & Academic Qualification:   
Completed MBA in Human Resources from IGNOU
 B.Com. from M.S.University
Experience Details

Advanced MedTech Solutions Pvt. Ltd.
Tenure: - November 2019 to Jun 21
Role: - Deputy Manager – Human Resources
Job Responsibilities Include:
· An HR Professional driving people intervention for 150+ on-field employees in the Medical Device Industry.
· Responsible for employee life cycle processes - Manpower planning, Onboarding, Talent management, Enabling High Performance, managing non-performance, Learning and Development, Rewards & Recognition.
· Leading the end to end HR lifecycle for Pan India Sales –Talent Acquisition and HR Business Partner for 150+ workforce with the team of 2 members
· Dual responsibility for managing development and implementation of recruitment strategy, including job posting optimization, recruiting marketing channel development, and Human Resource Business Partner in Supporting Organizational effectiveness through alignment of people and policy with Business strategies.
· Formulating strategic hiring decisions to optimize costs and timely delivery on required inflow of Ramps/Backfills.
· Manpower planning and forecasting negotiations with Stakeholders from time to time. Creating Strategy for optimizing cost and ensure delivery through effective non-conventional Channels and Employee retention at early stages of employment.
· Responsible for ensuring governance rigor with recruitment team, stakeholders and internal customers. Identification and improvement of pain areas impacting key delivery aspects.
Select Insure Australia Pty Ltd. 

Tenure : April 2016 to Oct 2019
Role : HR MANAGER  

Job Responsibilities Include:
· Managing a Team of 2 Employees for a work Strength of 100 + Employees in a Australian MNC.

· Recruitment and Selection 
· Recruiting And Hiring Candidates in Contract, Contract-To-Hire and Permanent Placements .
· Filtering And Reviewing Completed Candidate Profiles, Resumes And Evaluated Applicants Work History, Education And Training, Job Skills, Desired Salary, Hourly Rate, And Personal Qualifications Against Open Requirements.

· Background Verification (Developing validation , Collecting Documents from candidates and Initiation of back ground Verification)
· Handling  IT recruitment cycle in Contract staffing
To prepare effective recruitment materials including job descriptions, person specifications, advertisements and information packs for candidates which reflects the school in positive light

To lead and manage the recruitment budget.

To lead and management the interview process and timetable of the interview day (ensuring interview records are kept in line with regulations)

Ensure effective communication with the candidates throughout the interview process. Upon appointment arrange for the appropriate documentation to be completed and statutory requirements met
· Compensation and Benefits.
To manage the performance appraisal process as it applies to teaching and support staff and maintain up-to-date files of all personnel for the same.
To report the leave status report to the Directors

To prepare the payroll to check that it runs correctly, accurately and 

               Everyone gets paid correctly.     

Preparing and maintaining the Attendance Registers and Time Keeping through Biometric Machine.

Responsible for Performance Appraisals.

Leave Calculation and updating the Leave Cards. 
· Employee Relations & Active Employee Engagement

Counsel with employees regarding various employment issues as needed. 

Serve as an appeals officer in matters of employee discipline or grievances and complaints. 

Monitor personnel injuries, workers’ compensation and unemployment.

Create a comprehensive and sustainable employee engagement strategy.
Leverage events to create and sustain dialogue around engagement.
Experience with Employee Event management.

Identifying opportunities for continuous improvement, based on feedback, 

Stakeholder engagement, trend analysis, etc.

Experience in change management to improve efficiency and effectiveness.
· Training and Development 

To lead and management of professional development of all the staff within the training budget of organization.

Coordination of staff training needs followed by performance management interviews (both Technical and non- Technical staff)

Coordinate and support to set up and smooth functioning of training events

· Rules and Regulations

To ensure that the organizational meets its statutory employment, equality, health and safety obligations.
Liaise as and when needed with legal departments, other statutory bodies and professional bodies.
St. Kabir School  

Tenure : June   2013 to  31st October 2015 
Role : HR HEAD 

Job Responsibilities Include:
· Handling a Team of 3 Employees to work with different Organizations under the Head of St Kabir School namely  (STK GSEB,STK Indian International School, Tender Feet Academy and Vatsalya) 

· Recruitment and Selection 
· Compensation and Salary Processing.
· Employee Engagement 
· Rules and Regulations

· Documentation & Policy Review 
· Training and Development 
PLANET DEZIGN (I) PVT LTD (Mumbai)
Tenure : March  2011 till Feb  2013
Role : HR Manager
Job Responsibilities Include:

Responsible for Following areas of HR Profile:

· IT Recruitment

· Performance Appraisals

· Leaves and Compensation

· HR Initiatives and Process Management

· Increments

· Employee Engagement

Recruitment
· Understanding Job profiles from Head of Departments and screening candidates.
· Conducting HR round and lining for Interviews.
· Releasing Offer letter.
· Joining formalities for selected candidates

Performance Appraisals

· Evaluating employees for Timeliness, Soft Skills, Team work, Interpersonal Skills

· Getting Feedbacks from Head of Departments for work related skills and preparing employee evaluation sheet

· Discussing Quarterly/Yearly performance with Management 

· Appraising candidates on the basis of their evaluation score

· Good Knowledge of Pay commissions

Payroll/Leave Management

· Responsible for providing employee's attendance to Accounts department

· Managing employee Leaves 

· Managing Attendance and issue warnings to non regular employees

· Crosschecking Salary sheet with each employee's salary annexure

HR Initiatives and Process Management

· Implementation of HR Strategies and processes

· Responsible for creating and adhering policies and processes for employee retention

· Conducting and arranging trainings for employees

Employee Engagement

· Carry out the corporate engagement initiative at locational level. Design and execute engagement initiatives for location/s concerned.
· Responsible for conceptualizing and organizing themed events around company programs to propagate company objectives, to celebrate successes and recognize high performance.
                                                                                                                                                          (SNEH SHARMA)
