MADHUSMITA SAHU

Mob: +91-9658817851, 9437076078  

Email: madhusmitasahu.mba@gmail.com


 Bhubaneswar, Odisha-752102

PRÉCIS

Career Snapshot: 2+ years of work experience in HR Generalist profile which includes end to end recruitment, attendance management, training and development, HR policy documentation and implementation, employee engagement activities, and other general administration work.

PROFESSIONAL ACCOMPLISHMENTS

1) Working as   HR executive (Generalist) at AuroIN (India) Ltd. ,Bhubaneswar from 24th October, 2011 to till date

AREA OF EXPERTISE

RECRUITMENT AND SELECTION 

· Formulate annual/quarterly/monthly hiring plan based on manpower requirements of various departments across regions. 

· Handling a data base of contracted recruitment agencies for all offices. Sensitize them to job descriptions and source profiles from them as and when manpower needs arises. 

· Ensure joining of the candidate after selection, offer and positive reference check response. Recruitment documents: Open positions tracker; resumes tracker.

INDUCTION AND ORIENTATION 

· Implement the joining process for all new employees that include HR induction and functional orientation programs and basic information about company history, products, policies and procedures. 

· Ensure the completion of all pre-joining formalities, joining day formalities and post-joining formalities. 

· Handling Induction process for all new joinees.

· Update Finance and Administration on all new joining employee details for processing of bank account opening, pay-roll administration, and statutory compliance. 

EMPLOYEE ENGAGEMENT 

· Maintain the fun culture at work by implementing the Employee Engagement Activities like Fun at work; Suggestion Box, Birthday Celebrations / Anniversary Celebrations/ Family Day/ Other special Day i.e. Woman's day etc. 

· Responsible for other initiatives like Thought for the Day & Health byte.

EMPLOYEE SATISFACTION 

· Employee Satisfaction E-Survey: Initiate and implement HR survey to measure employee satisfaction and feedback. 

· Regular feedback and discussions (one-to-one discussions or conferences) as Weekly discussions and Monthly management meet, Quarterly Sales Managers Meet.


EMPLOYEE BENEFITS

· Handling total mediclaim activities of more than 520 employees along with their family members (Addition, deletion, cashless hospitalization & reimbursement) .

· Generating TIC from ESIC portal and handling its benefit/s.

EXIT PROCESS 

· Practice a fair exit process within the organization where the Full & Final processes gets over within a week time. 

· Conduct Exit interviews at base level and facilitate exit interview at management levels for attrition analysis. 

· Publish monthly attrition analysis report to management. 

· Maintain cordial relationship with all the ex-employees for a bonding among all employees.

POLICIES AND PROCEDURES 

Develop and implement policies and procedures pertaining to Leaves , Attendance , Recruitment, Induction , Employee Referral , Compensation; Birthday, Anniversary & Gifts, Cell phone, Comprehensive health check up policy, Education Assistance policy, etc. 

Maintaining the Employee Handbook and keep it always updated as per the changes. 

AREA OF EXPERTISE: 

      Database Management, Documentation

Responsible for Recruitment, inductions, HR policy and employee management procedures.

Need to source candidates from references. 

Maintain the Recruitment MIS data.

Co-ordination with the Vertical Heads/Managers for recruitment.

Reference checking of the candidates.

To conduct exit interviews to identify reasons for employee departures.

Leave & Attendance.

2) Working as  HR Recruiter at  “ Link Global Manpower Services” ,

     Bhubaneswar from  July' 2010 to  October' 2011.

Responsibilities

· In-depth requirement analysis through consultation with the client.

· Source and shortlist & schedule candidates suited to requirement by the client. Follow up with the candidate regarding the joining date and subsequent to that, once selected.

· Conduct preliminary discussions with candidates on communication and experience grounds and analyze suitability of candidates for the requirement specified by the clients.

· Taking up preliminary discussion with the potential employee at Link Global Manpower Services. 

Additional Qualities 

 I am woking as a translator of  popular children's magazine,advertisements for print media ,translated lot many books & booklets  on agriculture, archeology, arts & humanities, business & commerce, cinema, cosmetics & beauty, education, environment,  food/ nutrition, health care, human resources, insurance, medicine, telecommunications, tourism & travel for different Local Agencies.

ACADEMIA

       MBA (HR/Finance) from Post Graduate Center for Management Studies    

       (PGCMS) , Berhampur ,  Odisha (BPUT University) in    2010.
       Graduation from Berhampur University in the academic   year 2006.


PERSONAL DETAILS

Permanent Address
: W/o: Dhiren Kumar Sahu, Netaji Vihar, Rasulgarh, City- Bhubaneswar,    

                                          Odisha-752102

Date of Birth                :  05 June 1986

Gender                          :  Female

Marital Status              :  Married 

Interest/Hobbies          :  Music, Books etc

Language known         :  English, Hindi, Oriya

Place: Bhubaneswar
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