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Ujjwal Mandal                                                    
PGDM(HR)                                                                                                                                                                                          
Contact No: 9971353120                                                                                                                                            
E-mail-mandalujjwal1948@gmail.com                                                                   
CAREER OBJECTIVE

To achieve the zenith of my carrier through hard work. I would like a job which offers me great learning opportunities, challenging roles, rational carrier progression, good job satisfaction & gives me a chance to apply all that I have learned from my past work experiences. 

 
PROFESSIONAL QUALIFICATION

	PGDM
	Accman Institute of Management, Greater Noida
	2011
	70%

	BBA
	Birla Institute of Technology & Management, Ranchi
	2008
	86%

	12th
	DAV Public School, Bokaro (CBSE)
	2005
	69%

	10th
	De-Nobli  School, Bokaro (ICSE)
	2003
	62%


JOB EXPERIENCE
Total Experience: 5 Yrs. 
                     Experience:  Senior HR Executive Operations Home Credit India Finance PVT. LTD Gurgaon (14-Sep-2017 to Till Date)
· On Boarding Of Employees in SAP.

· On Boarding Documentation checklist(Pre-Joining Documentation & Post Joining Documentation
· Collecting ApplicationForm,Resume,ID Proof, Salary Slip, Joining Form, Pan Card, Bank Account Details, Education & Experience documents, Indemnity Bond,PF Form-2 & 11, ESIC Form-1,Gratuity Form-F

·  BGV Insufficiency collection of documents on PAN India Level.

· File Preparation (Archival & Iron Mountain)
· Documents Handover (Mark sheet/PF/ESIC)
· Filing Paperwork of Employee for Record maintaining
· Internal Audit for Recruitment team & Back Office Team
· Follow Audit Check List For Documentation.

· Quality Audit Joining Files & SAP Post Hiring.

· Post Hiring Action on SAP.

· Cross Validating Master data & E-Code Tracker Audit

· Database Management HRIS/HRMS
· Updating of SAP (Post Hiring, Data correction)
· Data changes in SAP or send to HR Master updating before payroll processing.
· Assist Payroll Department in providing Payroll Inputs like Attendance, Leaves, Overtime.
· Sharing GAP with Data management team for correction in database and random check for correction update
· Share the error with stake holders and ensure to get clarification and correct the tracker accordingly.
· Maintain complete tracker for having original and confirmation to stake holder on receipt
· File prepare and send it to Iron Mountain within 15 days of DOJ
· Statutory Compliance management for Onboarding
                           1 Year HR Operations Getit Infomediary Pvt.Ltd. Noida-125 
· On boarding Of Employees 
· Joining Formalities(Filling of Statutory forms ,PF, Gratuity& ESIC forms; Bank Account Opening)
· Documentation of the Employees(Education,Employment,Address Proof documents)

· Issuing ID Cards and Access Cards, Employee code generation on ZingHR Tool
· Conducting Background Verification of Employees

· Closure of all cases within TAT
· Quality Auditing the Background Verified Reports shared by vendors and uploading the final reports online on Smart Verify Tool.
· Quality Auditing the Red Report, Orange Report & Green Report.

· Insufficiency Management related to Documents (Education, Employment, Form-16, and Bank Statement.

· Requesting for Site visit in case the company HR is not contactable or responding and the employee is not able to provide additional documents.

· Making decisions on the discrepancy cases. 
· Follow-up with the employee, Line HR for Red and Orange cases.
· Email Conversation & calling on daily basis with Third Party Vendor (AUTHBRIDGE & PINKERTON) for Verification.
· Taking care of Exit Interviews & formalities
· Working on ZingHR Tool for F&F settlement
· Checking PSA(Professional Service Agreement) on Kleto Tool before processing F&F on ZingHR
· Issuing Absconding Letters, Warning Letters ,Recovery Letters to employees

· Taking care of Resignation and their approvals from L1,L2 managers and BUHR.
· Attendance Shift timing & Leave management
· Maintaining PF withdrawal & Transfer trackers
· Maintaining HR Weekly and Monthly Tracker.

· Preparing Monthly Attrition Data.
· Controlling attrition rate.

· Employee Engagement activities(EAP Program, Rewards and Recognition program)

· Providing Inputs to Payroll Department(Leaves, Overtime, Attrition Data, Account opening details)
· Query & Grievances handling related to F&F settlement, Recovery, Gratuity, LTA amount over tickets & mails.

· Maintaining HRIS & HRMS Database (Job Profile & Job Data) of each employee on the tool.

· Follow up with the Line HR, Managers for the Reverts shared for their employees.

· Initiating mails to HR for Employee feedback.

· Sending mails to top management when there is deviation in the Quality Reports feedback

.
                     2Years Senior Executive HR Operations (HCL Technologies LTD) Noida-60 
· On boarding Of Employees 
· Joining Formalities(Filling of Statutory forms ,PF, Gratuity& ESIC forms; Bank Account Opening)

· Documentation of the Employees(Education,Employment,Address Proof documents)

· Doing BGV OF Pre-Joining, Post- Joining & Existing Employees of HCL.

· Quality Auditing the Background Verified Reports shared by vendors and uploading the final reports online on Smart Verify Tool.
· Quality Auditing the Red Report, Orange Report & Green Report.

· Insufficiency Management related to Documents (Education, Employment, Form-16, and Bank Statement.

· Requesting for Site visit in case the company HR is not contactable or responding and the employee is not able to provide additional documents.

· Making decisions on the discrepancy cases. 
· Follow-up with the employee, Line HR for Red and Orange cases.

· Email Conversation & calling on daily basis with Third Party Vendor (KPMG & FADV) for Verification.

· Coordinating Team PAN India for verification of employees.
· Doing Call Conferencing with Top Management (LineHR, PMO, BGV Council).

· Working on Smart Verify Tool of HCL for Background Verification
· Issuing ID Cards and Access Cards

· Employee Code generation on SAP
· Working on SAP for F&F, NDC Clearance, Advice Generation and Simulation Sheet.

· Checking PSA(Professional Service Agreement) on Kleto Tool before processing F&F on SAP.
· Issuing Absconding Letters, Warning Letters ,Recovery Letters to employees

· Taking care of Resignation and their approvals from L1,L2 managers and BUHR.
· Attendance Shift timing & Leave management
· Maintaining MIS (PF records, BGV Records)

· Preparing Monthly Attrition Data

· Controlling attrition rate.
· Providing Inputs to Payroll Department(Leaves, Overtime, Attrition Data, Account opening details)
· Maintaining HR Weekly and Monthly Tracker.
· Closure of all cases within TAT
· Query & Grievances handling related to F&F settlement, Recovery, Gratuity, LTA amount over tickets & mails.

· Maintaining HRIS & HRMS Database (Job Profile & Job Data) of each employee on the tool.

                           1Year HR Executive Co-ordinator Operations (Getit Infomedia ) Noida-125 
· On boarding Of Employees 
· Aligning Interviews.

· Conducting preliminary interviews
· Scheduling of Interviews of the candidates in close co-ordination with management.
· Joining Formalities(Filling of Statutory forms ,PF, Gratuity& ESIC forms; Bank Account Opening)
       Of Employees(Education, Employment, Address, Drug Test)
· Issuing ID Cards and Access Cards

· Conducting Background Verification of Employees

· Closure of all cases within TAT
· Quality Auditing the Background Verified Reports shared by vendors and uploading the final reports online on Smart Verify Tool.
· Quality Auditing the Red Report, Orange Report & Green Report.

· Insufficiency Management related to Documents (Education, Employment, Form-16, and Bank Statement.

· Requesting for Site visit in case the company HR is not contactable or responding and the employee is not able to provide additional documents.

· Making decisions on the discrepancy cases. 
· Follow-up with the employee, Line HR for Red and Orange cases.
· Email Conversation & calling on daily basis with Third Party Vendor (AUTHBRIDGE & PINKERTON) for Verification.
· Maintaining HRIS Database

· Orientation of New Joiner
· Benefits administration of Employees.

· Handling Med claim Benefits
· Maintaining PF withdrawal & Transfer trackers
· Preparing Monthly Attrition Data
· Releasing Offer Letters, Experience Letter
· Taking care of Exit Interviews
· Data Validation on ERP software
· Query & Grievances handling related to F&F settlement, Recovery, Gratuity, LTA amount over tickets & mails.

· Maintaining HRIS & HRMS Database (Job Profile & Job Data) of each employee on the tool.

· Maintaining MIS (PF records of new joiner)
· Coordination with Insurance team Medi Assist

· Maintain Medical Enrolment Data for new Joiners.
· Quality Auditing & Analysis of Reports.
IT PROFICIENCY
· MS office(Excel, Power-point, Word) 

· Pivot Table

· V-Lookup
· Data Validation
INTERPERSONAL SKILLS
· Goal Oriented

· Flexible Team Player

· Confident and Determined

· Anger management
· Commitment towards work and punctuality

· Teamwork
PERSONAL DETAILS    
· Permanent Address     : H.NO-F/94 , Mandir Colony , P.O.- Devnagar,  Bokaro, Jharkhand, PIN-828404.                                        
· Fathers Name
     : Sri Shyamapada Mandal

· Date of Birth                : 13th  June 1987

· Languages Known       : English, Hindi 

· Nationality
      : Indian

· Interest & Hobbies       : Listening to music, Chatting, Cooking, Gardening
Place: 




                                                               UJJWAL MANDAL                     Date:  
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