

Kavita Sharma

	Objective



	To put my abilities and learning skills to best use for the organization being served ; Take challenges in the position by effective contribution towards a bright future.



	Professional Experience

	Presently working since Oct 2016 till date
	Presently working in PREMEIER PAPER PACKAGING PVT LTD as a HR ADMIN Manager & PRO since oct’2016.  
Responsible for: 

· Managing Security, Housekeeping, Utilities.
· Co-ordination between Maintenance & Rest Departments
· Responsible for all Liasning work & there Renewals with different Authorities like Fire, Pollution, Water, Waste Management, Factory License, Banks related work, PF Dept, UPSIDC & GNIDA related work, MSME , NPCL, etc
· Collection from different clients, sorting their accounts issues. 
· Organizing and Maintaining personnel records 
· Updating internal HR databases & Preparing HR documents
· Responsible for Recruitment of Sr. Staff & Workers.
· Attend meeting on behalf of our Directors in the authorities like IIA
· Single SPOC for organizing meeting for Women Welfare & Security. Providing Training via NGO to all new workers. Deliver Training to all New/old workers & staff. Submitting Reports & Annual Report timely to appropriate Govt. Authority.
	

	 Aug 2015 to September  2016
	M/s Anjani Technoplast Ltd. as Manager – HR & Admin & Coordinator between Director’s and all the departments. Taking care of all Director’s work. Coordinate between all the departments and Directors.
	



	May 2014 to July 2015
	Worked in M/s Second May International, Greater Noida as Sr. Merchandiser- cum – Operation Manager,  from Dec 2014 to May 2015
	

	Dec 2011 to June 2013

	ICICI PRUNDENTIAL Life Insurance, Greater Noida.
	

	Trainer,
 Distribution Leader and Financial Adviser  
	As a Trainer, Conducted IC-33 (Training syllabus approved by IRDA 
for Life Insurance) training for new adviser.
As DL, appointed new joiner, who can work under my supervision as adviser?
As a FA, can make Life Insurance policies of my clients.

	

	
Dec 2000 to June 2006

	
EXL Services Pvt Ltd, Noida

	
Executive in HR/Training Recruitment/ CCE in Backend Process









	The new joinees for specific process. Analysis and made the reports through ERP as and when required by client and Worked as an Executive in HR Recruitment in Noida-201301 from Dec 2000 to July 2006, Noida.

Responsibilities as HR Executive included the following ;-
Recruitment Team (Support):  Conducted telephonic interviews of the candidates and invited the shortlisted applicants for an interview, also maintained the MIS for the same. Handled all the correspondence and scheduled interview appointments through an access to the Manager's folder. Identified and worked as the SPOC for generating personal profile analysis reports on a day to day basis. Conducted Quality Checks for all offer letter generated by HR Executives, AM's, Manager's, VP’s or AVP's. Maintained MIS of all Joinee/On hold/ Rejected profiles. Scrutinizing application "EXL DREAMs" (WEB SITE) the id used for all applicants for an interview. Conducted Medical Test for senior. I was the SPOC for temporary staff from the appointment to renovations and termination, also for their salary.   
HR and Training (Support)
ERP: Worked as Main SPOC. Understand the complete process and prepared the Module through ERP Team. I had also made the Desk Top Procedures with Flow Charts for the ERP - HR & Training Module.
Initiatives: Have been handling the responsibility of updating scores, with my juniors. I was updating the FVT scores, Transactions Monitoring, Re-verification scores, Process Training Scores etc in ERP Module timely. I have been responsible for creating Activity and Events for individual process and sub process wise.
Data in Place: Created and Maintained Tracker for data received from different vertical (Process Wise / Month wise). Have sent all the information / reports to management in a timely fashion.
Making available all reports to the Management: Have always taken the initiative for solving the problems. Try to keep up to date knowledge about the innovation / change in organization or management, which affect my work area.
Responsibilities as CCE Executive
Backend Process:  I joined EXL on 4th of Dec 2000. I was with Conseco Process named Address Change. I have created backup for the same process and moved to another process "Termination" which was one man process. Made DTP’s of all processes with flow charts and screen shorts. My productivity was always before time with 100% accuracy. Maintain the Daily Status Report on time to my senior. I have worked in different departments in EXL

	

	Mar 1999 to Jun 2000
	"M/s Delta Factor (I) Pvt Ltd."

	Purchase Manager
	Worked with "M/s Delta Factor (I) Pvt Ltd." Noida-201301, as Purchase Manager from Mar 2000 to Nov 2000.

	

	July 1993 to Jan 1999
	M/s Jindal Cosmetics (P) Ltd,Noida

	Factory Manager
	Worked with "M/s Jindal Cosmetics (P) Ltd" as Factory Manager from July 1993 to Jan 1999.


	Nov 1992 to June 1993

	M/s Rhythm Electronic System, Noida.

	Office In charge -cum-Computer Operator

	Worked with "M/s Rhythm Electronic System" Noida-201301, as Office In charge-cum-Computer Operator from Nov 1992 to June 1993

	Oct 1991 to 1992
	M/s Baba Export Ltd"

	Computer Operator-cum-Asst Programmer

	Worked with "M/s Baba Export" Noida-201301, as Computer Operator-cum-Asst Programmer from Oct 1991 to June 1992.

	
	



	Professional Highlights

Academic Qualification:
One year Diploma course of Computer Science and Application in 1989-90, securing Grade "A" with 83% marks.

Export Management from Indian Institute of Export Management, Bangalore in 1999, securing 61% marks by Distance Learning.

Behavioral Competencies:
Effective communication and interpersonal skills.
Effective Teamwork and always ahead in imparting /sharing the acquired knowledge with Colleagues.
Proficient in working collaboratively and co-operatively across the whole organization
Efficient in understanding new issues & analyzing things logically.
Ability to build and maintain long-term relationships.
Keeping in track with competitive knowledge, remain sensitive to  emergence of new responsibilities, actions and develop appropriate responses towards  Team success.

Achievements in EXL: Received so many appreciation mails / AWARDS /CERTIFICATES from clients and seniors, also from COO- Mr. Vikram Talwar.  A robust system therefore exists by capturing data not only through excel sheet but also through ERP. Have learnt ERP well in the training time (HR Recruitment) and given productivity with excellent accuracy. Always achieved target before time. Have always maintained high productivity and quality scores. Successfully completed the awareness program for PROCESS EXCELLENCE. Certified of Life Agency Licence.' & Contracting team for exceeding the productivity benchmark from ACHIEVERS CLUB. Received shield and appreciation letter from EXL COO-Vikram Talwar for completing five years in this organization.

Knowledge Management: Worked with KM Team and made DTP'S and presentation for clients about our existing potential.


	

	Education Qualification Highlights

High School passed from CBSE Board in1986.
B.Com from IGNOU from Delhi in1992.

	
Personal Details
	

	
	
	

	
Computer Proficiency

	
Proficient in MS-Word, MS-Excel, MS-PowerPoint
Knowledge in ERP
	

	
Nationality
	
INDIAN
	

	
	
	

	
Marital Status
	
SINGLE (Widow)
	

	
Mobile
	
7982201448
	

	
Email
	
Ksharma52@yahoo.com
	

	
Address
	
B2- 102, Plot # 10, Swarn Apartment, Sector Pi, Greater Noida - 201308
	



                                                                                                                          

[bookmark: _GoBack]                                                                                                                                                                                                       KAVITA SHARMA

	




	
	
	
	

	
	
	
	

	
	

	
	· 



1

