Richa Sharma

H. No: - 485/3 Bhrampuri Panjaya Street No:-1, Meerut-250002, Uttar Pradesh, India
Contact: +91-7891065904 ; Email: rs2630578@gmail.com
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Looking for HR Executive Profile.
Seeking Participation with growth-oriented organization.
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PROFILE
An articulate professional with MBA & BSc with more than 3+ yrs. of experience in Recruitment in Non-IT segments, Possess Solid Knowledge in various recruiting practices and experience in complete recruitment lifecycle. 

Key Strength Areas
· Linkedin Recruiter // Excel/Google Sheets // Candidates Sourcing // Employee Onboarding // Full Cycle Recruiting // Benefit Management // Employee Engagement // Compensation Negotiations.

Technical Skills
 • MS Access • Statistical technique • MS Office • Decision Making Skills.
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PROFESSIONAL EXPERIENCE 

Max Life Insurance, New Delhi.
HR Executive - Talent Acquisition                                                                                                                            From:- Nov’21 to Mar’23

· Oversee full-cycle of recruitment where in actively hiring for Non-IT Pan-India managing vendors,
releasing offer letters, onboarding of the candidates.

· Explain candidates about the job profiles and making them understand the employment terms &
conditions.

· Connecting with business leads/stakeholders on a regular basis for communicating hiring updates, sharing insights from the external marketplace and understanding business plan.

· Assisted in preparations of various MIS Report.

· Leveraging analytics for identifying and correction lags within the recruiting process

· Utilizing analytics to identify new potential markets for sources of candidates

· Reviewing Candidates database and contacting potential applicants to arrange interviews, redeployment and their final placement in the organization

· Responsible for Maintaining a healthy sourcing channel mix, diversity ratio and other delivery.

· Responsible for handling recruitment drives at vendor location.

· Managing vendors and preparing pipeline with their help for future projects.

· Notifying candidates of their results, preparing their Offer letter, and maintain good candidate experience.

· Tracking and coordinating with various Teams for documentation/ BGV/ On-boarding/Transportation of the candidate.

· Sourcing and attracting candidates by using databases, social media and vendors.

· Conducting interviews and filtering candidates for open positions.

· Looking after the onboarding process of new hires in Delhi.

· Ensuring that new hires provided with correct information and a proper understanding of involved processes within set timeline.



MTS Water, Ghaziabad.
HR Recruiter 	From:- Oct’19-Oct’21

· Managed full-cycle recruitment process, including job posting, sourcing, screening, interviewing, and offer negotiation.
· Developed and implemented innovative recruitment strategies to attract top talent, including social media campaigns, networking events, and employee referral programs.
· Collaborated with hiring managers to understand position requirements, establish job descriptions, and create effective job advertisements.
· Utilized various sourcing techniques such as online job boards, social media platforms, networking events, and professional organizations to identify qualified candidates.
· Screened resumes, conducted initial phone screenings, and performed in-depth interviews to assess candidates' qualifications and fit for the organization.
· Managed relationships with external recruitment agencies and negotiated contracts to ensure cost-effective talent acquisition solutions.
· Assisted with the development and implementation of onboarding programs to ensure a smooth transition for new hires.


Project Undertaken: 						                           	Duration: June’19- Aug’19

· Worked as the member of HR Team in INDIA MART INTERMESH LTD. On the project Tittle Campus Recruitment and  pre-on Boarding.
· Include communicating company & positions details to new hires before their start date, gathering necessary paper work & scheduling first day.

· Conducting  Orientation tour, administering on the job training, following up with employee, monitoring training progress & handling employee information.
· Expertise  in ability to work independently, take initiative also & believe in completing work with a given timeline.



Extra Curricular Activities: 
	
• Participated in UDAAN session 
• Participated in “ACE YOUR CAREER RACE PROGRAM” 
• Attended International Conference 
• Attended workshop on Social Entrepreneurship 
• Attended Personality Development Session 


Educational Qualifications: 

	Courses
	University
	Passing year

	Masters of business administration (MBA)
	
	Banasthali University



	2019

	B.SC (Biology)
	
	CCS University, Meerut



	2017

	Intermediate
	
	              CBSE



	2014

	High school
	CBSE
	2012







PRESONAL DETAILS:

Date of Birth	: 18th December 1996 
Husband’s Name : Mr. Anshul Sharma 
Languages	: English, Hindi 
Marital Status	: Married


Declaration: -

I hereby declare that the above-mentioned information is correct to my knowledge. Thank you for taking the time to review my resume. I look forward to talking with you.


Date	:
Place	: Lucknow	                                                                                                 ( Richa Sharma )
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